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THE CHALLENGE 


For More Information From Advertisers Use Readers 


OF OUR DYNAMIC ECONOMY 


INVENTORY CONTROL 


a problem today...but what about tomorrow? 


An automobile manufacturer is using an 
IBM electronic data processing system to 
get daily inventory reports from each of 8 
nationwide warehouses on a stock of 
85,000 different parts! 


A national paper products company uses 
IBM's Cardatype” and Transceiver to 
designate, automatically, which of three 
regional warehouses should ship individ 
ual items on each order, and to isolate 
back orders for immediate action! 

An eastern wholesale drug firm has 
doubled the annual inventory turnover of 
its three most profitable lines by using a 
streamlined |BM punched card system! 


DATA PROCESSING + ELECTRIC TYPEWRITERS 


These are only a few of the many ways in 
which IBM data processing systems cope 
with today'sinventory problemsand ready 
business for the challenge of an even 
more complex tomorrow. For every inven 
tory problem, there is a profitable IBM 
data processing solution. Now is the time 
to get the full IBM story! International 
Business Machines Corporation, 590 
Madison Ave., New York 22, N. Y. 
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Salesman calls ahead for appointment 


Telephone call helps close 


Here's how it happened, as told by 
the sales manager of the Geo. S. 
Thomson Co., industrial supplier of 
Phoenix, Arizona: 


“First thing one morning, one of 
our salesmen called a customer in 
another city to ask for an appoint- 
ment. It was a good thing he called, 
for the customer was about to leave 
town for several weeks. The sales- 
man left that morning, saw his cus- 
tomer that same afternoon, and 
closed a $9000 sale. 


= 


“In this case the call cost $1.55. 
And in every case we find that call- 
ing ahead for appointments pays for 
itself many times over.” 

on ae 
Whatever you make or sell, you can 
prove to yourself that the planned 
use of the telephone pays off in 
profits. We'd like to give you some 
specific suggestions how. Just call 
your Bell Telephone Business Office. 
Pan, 
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$9000 sale 


LONG DISTANCE RATES ARE LOW 
Here are some examples 


Baltimore to Philadelphia | 55¢ 
Cleveland to Pittsburgh. . 60¢ 
Dallas to St. Louis $1 36 
Phoenix to San Francisco , $140 
Los Angeles to 

Washington, D.C. . -§20 


These are the daytime Station-to-Station 
rates for the first three minutes. They do 
not include the 10 federal excine tax 


Call by Number 


It's Twice as Fast. 
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I didn’t know where to get it 
I needed help! 


If you have an office furnishing problem 
like this chap and don’t know where to start 
. « « @ mighty good beginning is to visit 
Macey-Fowler. 

Here, in attractive actual office settings, 
you may choose anything from a single filing 
cabinet or telephone stand to a complete 
executive suite. And, you will find qualified 
personnel to assist you in creating an office 
that will be efficient as well as attractive. 

So, when you need help in your executive 
office planning . . . start with Macey-Fowler 
. . . they will finish the job to your entire 
satisfaction and give you more quality for 


your money. 
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BOSTON: 150 CAUSEWAY STREET~ Richmond 2-1800 Mac el Towler NEW YORK: 305 EAST 63rd STREET + TEmplieton 8-5900 
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HARTER 66 
EXECUTIVE 
STEEL 
POSTURE 
CHAIR 


The right chair eases stress and tension. The 
Harter 66 is that kind of chair. Correct posture 
design and precise handwheel adjustments 

fit the 66 to your body. Foam rubber cushions in 
seat, back and arms give cool comfort. The 

deep, molded seat is gently rounded to avoid harm- 
ful pressure to vulnerable nerves and arteries 
under your knees. Have a 66 fitted to you and start 


feeling “alive” at the end of each business day. 


Write for informative booklet, Posture Seating Makes 
Sense. We'll send name of your nearest Harter dealer. 


Harter Corporation, 932 Prairie St., Srurgis, Mich. 
In Canada: Harter Furniture, Ltd., Guelph, Ontario 
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N. Y. State aids job hunt 
of older workers 
A $15,000 grant, to be used to break 
down she age barrier that often pre 
vents olde: workers from finding sat 
istactory employment, has been made 
by the New York State Employment 
Service. The funds will be used in re 
search and pilot projects conducted by 
private agencies in an effort to over- 
come arpitrary age limits in the hiring 
of workers in business and industry. 

The money is being distributed 
equally to three New York City agen 
cies: the Vocational Service Center ol 
the YMCA, the Archdiocesan Guidance 
Service, and the Federation Employ 
ment and Guidance Service. 

These agencies will endeavor to find 
suitable jobs for 600 selected workers 
in the 45-to-60 age group. Half of 
these will be men who formerly earned 
at least $75 a week in semi-skilled «wt 
unskilled work; half will be worsen 
who have not worked for at least the 
last five years. 

In addition to placing these individu 
als, the Employment Service hopes to 
acquire experience and information 
which will suggest means of dealing 
with the age problem in the future. 
The project is scheduled to get un'er 
way during September. 

The $15,000 grant has been made 
from a special $25,000 fund appropri 
ated by the 1956 State Legislature tor 
this purpose. The Employment Serv 
ice has expressed hope that 1+ will be 
possible to conduct similar programs 
in upstate New York. 

Techniques to be used by the agen 
cies will include group and individual 
counseling and work with organized 
labor. Individual and group efforts 
will be made to persuade employers to 
knock down arbitrary age barriers. 


é 
Automated brokerage houses 
foreseen by 1960 
Integrated automatic data processing 
systems will be standard equipment in 
all large Wall Street brokerage houses 
within four years, according to John 
Diebold, president of John Diebold & 
Associates, Inc., management consult 
ant firm which specializes in business 
applications of such equipment. Mr. 
Diebold, whose firm has been making 
studies in this field for several large 
brokerage and banking houses, said 
that this development would be forced 
on Wall Street by the demands of com 

petition, 
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enjoy unparalleted 


EASE OF OPERATION 


on the world's tastest electric 


Smith-Corona’s exclusive “Keyboard Slope” 
slants the keys to fit the natural movements 
of your fingers. That, plus the fact that 
there are more operating controls in the 
keyboard area than on any other electric, 
makes the Smith-Corona the easiest. 

fastest electric ever devised. It also has 

the quietest operation of any electric. 

Why not see and try it for yourself? You 
can arrange an eye-opening ten minute 
demonstration in your own office by calling 


your local Smith-Corona representative. 


c 


An ‘2, SMITH-CORONA ELECTRIC 


ee best business connection you ever made 
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Here's the long and 


the short 
of Quality Duplicating 


A BUSINESS DECENTRALIZES, the impor- 
tance of communications increases. 
Company announcements, memos, sales 
letters, instruction sheets—25 here, 500 
there, 150 copies today, 2000 copies to- 
morrow, All aimed at keeping your staff 
currently informed 

How to make sure all this information 
gets attention? First, make it neat and 
easy to read, That means using paper 
made just for duplicating machines: Ham- 
mermill Mimeo-Bond and Hammermill 
Duplicator 

Hammermill Mimeo-Bond is made 
specially for stencil duplicating machines, 
Its new, firmer surface resists linting even 
at high running speeds — helps you pro- 
duce up to 2000 clear, sharp copies from 
a single stencil, Its unique “air-cushion” 
surface minimizes set-off—that annoying, 
messy transfer of ink from one sheet to 
the back of the next. And Hammermill 


Mimeo-Bond is now brighter than ever— 
gives you even better looking copies 

New Hammermill Duplicator is spe- 
cially made to give outstandingly bright 
copies with Azograph or spirit duplicating 
machines, You get fast, trouble-free pro- 
duction without strike through. Hammer- 
mill Duplicator colors are alkali resistant, 
will not change when used with the 
Azograph process 

For color signal systems get Hammer- 
mill Mimeo-Bond and Hammermill 
Duplicator in colors that match those of 
Hammermill Bond and Hammermill 
Bond Envelopes, 

If your duplicated copies don’t suit 
you, maybe you'll get some helpful ideas 
from our free idea-books, “Duplicator 
Facts” and “Better Stencil ¢ opies ” 
Write on your business letterhead. Ham- 
mermill Paper Company, 1471 East 
Lake Road, Erie 6, Pennsylvania. 


H A M M dl R M | LL FOR BETTER COPIES FROM 


DUPLICATING PAPERS 


OFFICE DUPLICATORS 
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“The competitive advantage ot brok- 
erage operations built around these elec- 
tronic systems may well force the small- 
er houses to take action,” he said. “But 
the high cost of computer installations 
will force them to combine their opera- 
tions or in some way arrange to have 
automatic data processing equipment 
available on a shared usage basis.” 

The inc reasing variety ol equipment 
coming on the market will make this 
easier to do, he pointed out. “A dozen 
manufacturers are now marketing more 
than twenty different models ol elec 
tionk computers designed to serve the 
data proc essing needs ol business. The 
businessman is no longer confronted 
with the problem of whether there is 
a computer system to serve his needs. 
He is now faced with the complex prob 
lem of selecting the computer that will 
best serve the requirements of his par 
ticular business. 

“At the present time,” he continued, 
“we are on the verge ot a new era in 
the application of automatic data proc 
essing equipment. We are reaching a 
stage where the main concentration of 
effort in the data processing field is in 
the application of digital computer sys- 
tems to commercial and business prob- 
lems.” 

Mr. Diebold spoke on the occasion of 
a formal announcement of his firm’s 
new Automatic Data Processing Serv- 
ice, which is being published by the 
Cudahy Publishing Co., of Chicago. 
This service, edited by John Diebold 
and Associates, is designed “to provide 
business with complete and current in- 
formation on available ADP systems, 
and how they can be used efficiently 
and economically.” The service con- 
sists of weekly reports in one of the 
following categories: Policy Reports, 
Methods Reports, Equipment Reports, 
Newsletters, Orientation Materials, and 
Special Reports. 

“Middle management” men 
earned more in 1955 

Most of America’s “middle manage- 
ment” executives received raises during 
1955, according to a recent survey con 
ducted by the American Management 
Association. 

The survey examined compensation 
practices affecting more than 20,000 
executives in middle management posi 
tions, This category is defined by AMA 
as “between the policy-making level 
and that of general foreman or first 
line supervisor. In this group, the 
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The gentleman on the left is the new plant 
manager. Name of Jameson. He’s got a 
lot on the ball, too. So has his foreman, 
for that matter. 


But Jameson knows a thing or two his 
foreman doesn’t. Like Department 12's 
high cost picture. In a moment he’s going 
to drop a bomb — along with the figures 
to prove it could explode. And there'll be 
no disputing them, either. They were 
racked up only yesterday. 


How did he get them? Keysort punched- 
card accounting. With daily reports on 
operation costing, Jameson's already 


cBEE © KE’ 


spotted lost time — and the reasons for it. 
But he knows that with timely facts he 
and his foreman can move fast to protect 
the product’s competitive, profit-included 
selling price — to correct a situation that, 
reported late, could mean the difference 
between “profit leader” and “also-ran.” 


The McBee Plant Control Plan can give 
you fast, accurate reports on every phase 
of factory operation. Whatever your size 
or set-up. At remarkably low cost. Your 
nearby McBee man has a presentation 
which will show you how it’s done. /t will 
take him just one hour from start to finish, 
Phone him, or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The MeBee Company, Athens, Ohio + 


Offices in principal cities + 


In Canada: The McBee Company, Ltd 


Division of Royal McBee Corporation 
, 179 Bartley Drive, Toronto 16, Ontario 
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An Advertisement Presented in the Public Interest by 


New York Life 


The men who serve labor, industry and government in settling labor relations problems generally have had broad experience in personnel work. 


Should your child 
go into 
Personnel Work? 


by CYRUS S. CHING 


Former Director of the Federal Mediation and Conciliation Service 
(As told to HAROLD BARON) 


CLOSE BRUSH with death made me 
A realize how important personnel 
work can be 

On a warm August day in 1904 I was 
repairing equipment for an electric rail 
way. Standing on a dry board, I gripped 
a wire carrying 5,000 amperes and began 
to cwist ic off. My clothes were wet with 
perspiration, and while leaning over, I 
touched the damp wall of the tunnel 


The shock threw me off balance, I 
grabbed a steel truss rod and the full power 
flashed through my body, wrapping me 
in blue flames 

It was six days before I regained con- 
sciousness in the hospital 


During the four months I spent there, 
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some friends cared enough to visit me, 
person trom the company 
called. You can imagine how I felt 


but not one 


Fifty years ago, my experience wasn't 
unusual. Today, it would be. Most busi- 
ness men now know that a feeling of well- 
being among employees ts vital to a firm's 
success. There are specially trained ex- 
perts whose task it is to develop just such 
a feeling. Personnel specialists, they're 
called, and I know of few professions 
which are more rewarding. 


What does a personnel man do? Pri- 
marily, he sees to it that manpower 1s 
used in the most effective way possible 
For example, he tries to fit the right em- 
ployee into the most suitable job 


Use Readers’ 


Inquiry Coupon on Last Page 


Not long ago a personnel man in a 
large industrial plant had to warn a clerk 
that he would lose his job if he continued 
to do poor work. “Here was a man of 
good caliber,”’ 
later, “who wasn't doing well. I gave him 
a series of tests, found he had fine me 
chanical ability and liked to work with his 
hands. Now, after training and a change 
in jobs, he’s risen to department head 


the personnel man said 


Today, that employee is valuable to 
the firm and to himself. 


The personnel man in business and in 
dustry fills another important 
finding out what causes friction and hel; 
inp to prevent or Correct it 


need by 


When a factory had to close down a de- 
partment of 375 skilled men, the person 
nel director made plans far in advance by 
explaining the situation to the employees 
“We'll find a spot for each of you,” he 
said, As new jobs came up 
went through smoothly. By foresight, he 
prevented any discontent or friction 


transfers 


In general the functions of a personnel 
department in business and industry may 
include 


Hiring, which involves judging and 
testing future employees. 


Training employees in their jobs. 


Wage administration: This includes set 
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ting salaries and wage rates, as well as 


cutting down waste time and motion. 


Settling labor relations problems: Nego- 
tiation and administration of union con- 
tracts, the handling of grievances and the 
maintenance of good rapport with union 
othcials 


Developing the attitude of management and 
mditidual employees toward each other. 
This involves dete rmining personnel pol- 
icies and explaining them 


Encouraging safety and health; Many per- 
sonnel workers specialize in the preven- 
tion of accidents and the promotion of 
good health through safety education, 
inspection, physical examinations and 
Sanitation. 


There are all sorts of special services, 
too. These may include housing assist- 
ance, restaurant management, social clubs, 
counseling, and publishing employee 
news 


Although the largest number of men 
and women doing personnel work are in 
business and industry, there are personnel 
specialists in most government depart- 
ments and in our schools and colleges, 
as well. The educational background nec- 
essary for each varies. 


Most of the men doing personnel work 
in industry, in the early days, came from 
the ranks. But generally a child 
wanting a Career in personnel work should 
plan for a college degree. He may want 
to specialize in such subjects as business 
management, safety engineering, or psy- 
chology. 


now 


Government service often requires a 
degree in one of the social sciences. Col 
lege personnel work usually demands an 
M.A. in psychology In secondary schools 
the personnel department often teaches 
too, so they must meet the requirements 
tor teaching 


CYRUS S. CHING has pioneered in industrial 
relations for 50 years. Closely associated with 
leaders in labor and industry, he has himself par- 
ticipated both within industry and with the gov- 
ernment under several Presidents. He is now a 
consultant on labor-management and public re- 
lations. 


Ambitious men and women aiming for 
the top jobs in industry should take grad- 
uate professional training. I have found 
my legal training invaluable in handling 
labor relations problems because so many 
State and Federal laws can be involve 


A young man interested in personnel 
work will find practical experience as im- 
portant as his degree. Many companies 
hire college graduates who become per- 
sonnel workers after training 
where they learn about jobs, methods, 
and people. I know of no better basic 
training than working right with people 
on their jobs 


periods 


There are wonderful opportunities for 
a career-minded student to start getting 
practical experience through a summer 
job ina Community Center, a department 
store, or a tactory. One man | 
know works during his summer vaca- 
tions as a clerk in a machine shop By 
keeping the bulletin boards in different 
departments up to date, he's getting to 
know the men and learn some of the 
details of their work. His « xperience will 
help him, later, in handling industrial 
personnel relations. 


young 


Are there many jobs for women in this 
profession? Yes, in almost every large 
personnel department. Many firms, be- 
cause of the nature of their business pre 
fer women in personnel—particularly 
when the rest of their employees are 
mostly women 


One girl, although she had a degree in 
personnel management, took a job as a 
receptionist in a fashion shop chain | 
studied the customers, their reactions and 
problems,’’ she said, ‘and learned more 
about the business than I could have any 


where else in the firm.” 


Within a year she impressed the person- 
nel director with what she had learned and 
he shifted her to interviewing in his de 
partment. Then 
ant. Now, she ts in charge of training the 
country-wide staff 


she became his assist 


Obviously, this girl likes people and 
enjoys working with them. To be success 
ful in personnel work liking 
people is not enough. What are the other 
characteristics your child must show in 
order to be successful in this field? 


Does your child have hors It's sur 
prising how many personnel problems 
can be solved with a simple, common- 
scnse approach 


Does he like detail? Many records must 
he kept or examined, Decisions affecting 
one employee's job or a whole firm's in 
vestment in a new product «can depend 
on this kind of careful analysis 


Does he 
to handle 
ettectively 


though 


Cn Se 


understand people? \t's necessary 
all kinds of people. Doing this 
requires a keen eye to see their 
strengths, weaknesses, and to judge their 
reactions 


Is his memory good? For a contact job 
it's important to observe and recall how 
employees act in various situations. In a 


crisis, this can be important 
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Is he persuasive? A personnel worker 
must have some traits of a fine salesman. 
In a sense, he sells company policy to the 
employees and new personnel plans to 
management. 


Does he have 


sense of justice 


integrity and courage? A 
earns the — 
ployees Sometimes, to put 


ot em 
chiefs into 
practice requires Courageous action 


Does he have moral and ¢ ritual 
Men's lives and livelihooc 


value 
$ are often in 
the hands ot personnel Spe ialists. I think 
that faith in the basic dignity of man un 
der God helps to insure tairmness 


What can a personnel worker ¢ xpect CO 
earn? College graduates often start at 
$3,600 to $4,800 a year. Government 
workers may earn about $5,400 a year 
and top men earn as much as $14,400 
Personnel workers in earn 
aries ON a par with those of teachers 
average income tor teachers 
is $4,405 for work The 
industrial relations director ave raves 
$12,000, with a from $4,600 to 
$50,000. His assistant averages $8,500 
with a range trom $4,000 to $24,500 


sal 
Lhe 


sé hools 


4 lassroom 
nine months 


range 


Besides the monetary rewards, a boy or 
girl entering this profession can find rich 
personal satisfaction, American employ 
ers have become more and more aware 
that the maintenance of good employee 
relations can be more important 


than the maintenance of machines 


even 


HOW TO HELP YOUR CHILD 
HAVE THE CAREER HE WANTS 


Many factors will enter into your child's choics 
of a caveer: his interests, hi 
ahilities, the counsel he veceive from teacher 
fre nds and family. But, most of all, nt wall 
defn ndon Ais opportunitie § to wel the tramin 
he needs to enter the field of his choice 


ambitions, bi 


Even though his college day 


away 


till year 
tart makine snus 


are 
its never too soon lo 


that your child will have the opportunity 4 


continue his education when the time com 


Your New York Life agent has chosen as / 

career the business of helping familu plan fo 
the future— for education, for retirement fo 
all the things which life msuranc helps mak 
po thle and « xperience bi 
has become a highly qualified specialist. You'l: 
find him both able and willing to hn lp you 


lLhrough traming 
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Insurance Company 


Dept. OM, 51 Madison Avenue, 
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FLEXO WRITER 
PROGRAMATIC 


Alcoo Main Office 
Pittsburgh 


Alcoo Plant 
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) 
Alcoa 


Sales Office 


( We are interested in FLEXOWRITERS for 


@ SALES ORDER 
PREPARATION TIME 
REDUCED 


GREATLY INCREASED 


Using Flexowriter automatic writing ma- 
chines, Aluminum Company of America 
prepares customer orders with greater 
speed and accuracy. In addition, it means 
up-to-the-minute balancing of orders 
against raw material requirements, inven- 
tories, plant work leads and = shipment 
schedules. 

Here's how it works: An order is re- 
ceived at one of ALCOA’S sales offices 
throughout the country—equipped with 
Flexowriters, The order is typed on the 
Klexowriter which automatically —pro- 
duces a by-product punched paper tape. 
This tape is transmitted to ALCOA’S 
Production Planning Division in Pitts- 
burgh where the order is allocated and 
transmitted to a particular plant. 

Another advantage of Flexowriter is 
that the constant customer data may be 
reproduced automatically at the time the 
order is typed. ALCOA is one of hundreds 
of Flexowriter users in business, in- 
dustry and government, saving time 
by mechanizing their data process- 
ing with Flexowriter punched paper 
tape. Flexowriters are available in 
5, 6, 7, or 8-channel tape and/or 
edge-punched card models. Mail 
the coupon now for complete 
information. 


COMMERCIAL CONTROLS CORPORATION 
Dept. OM-96, 1 Leighton Ave., Rochester 2, N.Y. 


0 “How Flexowriters Integrate Dota Processing.” 
ke to see a FLEXOWRITER demonstration, 


Stote...... 


a 
. Compony..... 
Commercial Controls maintains sales 
ond service offices in principal cities Addrew.. 
— listed in classified telephone direc - 
tory under ‘Typewriters — Automatic’ City 
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e SPEED AND ACCURACY 
IN CUSTOMER SERVICE 


(From page 8) 
average executive received $11,347 last 
year, which was a five per cent in 
crease overall above 1954. 

The amounts of the raises varied, but 
more than a third (35 per cent) were 
between five and nine per cent of salary 
and were awarded on a merit basis. 

The survey indicated that middle 
management executives were able to 
obtain bonuses to about the same degree 
as top executives. Suc h bonuses were 
given to 47.8 per cent of the executives 
covered, Executives in manufacturing 
and marketing generally received larger 
bonuses in this respect than did those 
in engineering, finance, or personnel. 

The range of middle management 
salaries was found to be from $5,000 
to $14,000 annually In some companies, 
In larger companies, salaries for execu- 
tives in this category sometimes were as 
high as $30,000. Legislation and union 
contracts, it was pointed out, are ap 
parently responsible for the level of the 
lower limits, while ceilings evidently 
are set with «reference to company 
prohts, 


In Short— 


AMA Personnel Conference to cover 
variety of subjects 

The American Management Assocta 
tion, 1515 Broadway, New York, will 
hold its Fall Personnel Conference at 
New York’s Hotel Statler, September 
17-19. A feature of the program will 
be an address by Columnist Victor 
Riesel on “Labor Racketeering: The 
Price to Industry is High”. Other 
papers will be devoted to various as- 
pects of human relations, labor rela- 
tions, management development, prob- 
lems affecting engineers and techni 
cians, and other subjects. 


Institute of Management Sciences 
to meet in Los Angeles next month 
The third international meeting of 
The Institute of Management Sciences 
will take place at the Statler Hotel, Los 
Angeles, October 18-19, according to 
an announcement from General Chair- 
man George Kozmetsky. The insti- 
tute is concerned with the “application 
of the advanced sciences to business 
and industrial management,” and par 
ticularly with such subjects as automa 
tion, Operations researc h, computation 
and handling of data. The theme of 
this year’s conference will be “Manage- 
ment Sciences—A Progress Report.” 
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Dial intercom clears the board 
for the calls that talk “Profit!” 


Prospects and customers have “first call” on any company 
switchboard. Their calls mean business! 

With Federal dial intercom you have a separate and 
completely automatic and private telephone system for all 
inter-office and in-plant conversations...available around 
the clock. Federal intercom exchanges lighten switch- 
board loads...cut over-all costs... reduce call-backs... 
improve public relations... get more work done! 

Federal is the intercom system engineered by dial tele- 
phone experts in 19 automatic switching equipment fac- 
tories of the world-wide International Telephone and 
Telegraph Corporation... providing the same depend- 
able, long-life performance that’s built into ITaT dial 
systems in 52 countries, including the U. S. 

To meet service needs of any size, Federal dial intercom 
exchanges are designed for 10, 25, and 50 to 1000 or more 
stations... ready for easy installation... plus interwork- 
ing with automatically controlled centralized dictation 
recording ...ready to meet all intercom requirements 
of business and industry with dialing facilities that 
are “Certified by a World of Research!” 


SEPTEMBER 1956 For More information From Advertisers Use 


FEDERAL TELEPHONY—“CERTIFIED BY A WORLD OF RESEARCH” 


7 


PPP vP ABE 1 


Federal Telephone and Radio Company 
A Division of INTERNATIONAL TELEPHONE AND TELEGRAPH CORPORATION 
100 KINGSLAND ROAD «+ CLIFTON, NEW JERSEY 


in Canoda: Standerd Telephones and Cables Mig. Co. (Canada) tid., Montreal, ®.Q. 
Export Distribvtors: Internetionel Stonderd Electric Corp., 67 Brood St., New York 
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Auto-typist hits letter typing 
right on the button 


Push-button automatic typing is bringing automation to the handling 
of office correspondence. Now typists push buttons instead of keys, 
and Auto-typist machines take over and do the typing. They do it in 
marvelous fashion, too—turning out letters at 24% times the speed 
of the fastest typist —neat, erasure-free, error-free letters that are as 
personal as your signature. 

Well over half of general office correspondence is routine —or can 
be standardized. Sales letters, order acknowledgements, answers to 
inquiries, and collection letters are only a part of the correspondence 
that can be handled faster, easier, and more economically by Auto- 
typist, One typist can turn out 100-125 letters each day with an Auto- 
typist —3 to 4 times normal manual typing output. 

How Auto-typist works —Precomposed letters and paragraphs are 
perforated on a wide paper roll. This perforated roll operates the 
typewriter keys. As much as 250 lines of copy can be stored on one 
roll. Twenty to thirty complete letters can be prepared, or a series 
of paragraphs which can be combined to make up dozens of letters. 

Salutations are manually typed. Then, by pushing the button or 
buttons that correspond to the letter or paragraphs desired, Auto- 
typist automatically picks out the letter wanted, or assembles the 
paragraphs in the order desired, and types each word as if it had 
been done by hand, Manual insertions of personal or variable data 
can be made in any part of the letter. 

Present users include banks, manufacturers, insurance companies, 
hotels, publishers, retailers, fund raisers. Applications range from 
general correspondence typing to specialized uses such as new ac- 
count promotional letters. The complete story is yours for the asking. 
Just write us on your letterhead. 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. 
MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 
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Office management conference 
planned by University of Maryland 
The Eighth Annual Office Manag: 
ment Conterence of the University of 
Maryland will be given at the Uni 
versity, College Park, Md., November 
$-10, under the joint sponsorship of the 
university and Area III], National Of 
fice Management Association. General 
chairman will be Arthur S. Patrick. 
associate professor ot office manage- 
ment at the university. Sessions will 
cover integrated data processing, ofhce 
systems and procedure s machines, 
records, and how to get eflective re 
sults through good office leadership and 


manaperne nt. 


Course in electronic equipment 
set for New York this month 

\ comprehensive course on the al 

I 


plication of electron data processing 


given in New York 


September 17-21, under the sponsor 


ship of Canning, Sisson & Associates, 


equipment will be 


Los Angeles, and Data Proce SSH 
Counselors of New York. The cours 
consists of 30 hours of instruction coy 
ering the general principles gui ling th 
planning and use ol electroni equip 
ment. The instructors will be Richard 
G,. Canning and Felix Kaufman, of the 


two sponsoring organizations. 


New courses cover programn 


for electronic computers 

The Electronix Computer Program 
ming Institute, 475 Fifth Ave.. New 
York, has begun a series of courses de 
signed to train personnel in program 
ming techniques for electronic com 
puters. The Institute, which has AC 
cess to tacilities of both International 
Business Machines Corp., and Reming 
ton Rand, Div. of Sperry Rand, offers 
both general courses and programs in 
specie types of IBM and Remington 
Rand equipment. Courses vary in 

jut} 


ength trom two to sixteen weeks. 


Records management course 
to be given at Columbia 

Iwo new courses in records man 
agement will be given at Columbia 
University, New York, this fall under 
the joint sponsorship of the univer 
sity and the Records Management In 
stitute, also of New York. Four gen- 
eral areas will be covered processing, 
quality improvement, protection ol 
vital records, and record keeping in 
othce and storage. Instructors will be 


Thomas Hubin, professor of manage 
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HOW TO | |: 


ELIMINATE TYPED EXTRA COPIES 


It costs you more than 50¢ to have a typist copy the 


0- Bed *K 


Only Dri-Stat gives you Auto-Feed, the 


simplest one-page letter... but with Dri-Stat 
automatic photocopying it costs less than 9¢ per page 


evtomatis Sages tia? Ge He paper from It takes a typist 10 or 15 minutes to organize and 


your hands and feed it into the processor ; : 
at precisely the correct speed There is no type a small page of copy work a ot Oe hile Dri Stat 


possibility of error. And only Dri-Stat gives produces complicated copies in less than one minute. 


you “Bright-Light’’ operation for sharp 
photocopies, even in bright office light. = P 
And Dri-Stat is much more accurate than any 


typist. Copies are photographically exact 
and include your marginal notations, corrections, 
or other necessary comments and changes. 


Dri-Stat took photocopy out of the closet and 
put it on the office desk. Exclusive Peerless 
“Bright-Light” paper gives sharp, clear copies in 
normal office light. You don’t need booths, 
shields or other inconvenient light deflectors. 


A complete Dri-Stat office photocopy system is 
surprisingly low in cost and will usually 
pay for itself within a few months. Write for full 
information, or call your nearest Peerless 
distributor and ask to see how Dri-Stat will 


reduce the clerical load in your office 


Peerless Photo Products, Inc., Shoreham, Long Island, N. Y. 


0 | would like to know more about your Dri-Stat Photocopy process. 
Please send me your catalog 

2 1 would like to see the Dri-Stat operate in my own office under 

my normal office lights. Please have your nearest distributor 

call me for an appointment 


Nome Title 
Company 

Street 

City Zone Stote 
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ADP GIVES YOU AUTOMATION 


* Automated Data Processing by Moore 


Automation has developed rapidly and as a sure which way to turn, or which step to take first. 
consequence many companies feel they want the Others who want it feel too much expense is in- 
benefits of automated data processing but are not volved, and consequently automation must wait. 


The advantage of ‘composite experience” — The Moore representative has helped in many ADP 


systems, Behind him are the resources of the largest, most versatile manufacturer of business forms, 


For any company, ADP can supply the right amount Moore does not make ADP machines, but forms 
of automation. A Moore form-system is the heart only. In some cases an entire system is overhauled; 
of an ADP installation. In all Moore systems, sound in others ADP is introduced on a ‘walk before you 
principles of forms design and construction are run’ basis. This gives automation a larger role 
applied, for efficiency and also economy of operation. only after it fits itself in and proves its advantages. 


How Speediflo made paperwork speed up 


As the first step in planning for ADP throughout the company, 
automation has been applied to the Purchasing procedure. 


See case history on facing page ———} 
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Traveling requisitions, a specially designed Moore prod- 
uct with a built-in envelope to hold the pre-punched 
item description tapes, are pulled from the file and 


forwarded to a central Purchasing location. 


As a by-product of the typing operation, 
tape captures vendor and item codes, quantities and 


an output 


prices. This tape automatically produces punched cards 
for running statistical and ‘stock-on-order’ reports. 


- & a ; 


From Vendor codes on traveling requisition, Purchas- 
ing selects a pre-punched vendor tape and the typist 
uses both tapes for automatic production of Moore 
planned and designed Purchase Orders. 


As experience is gained, this system will be expanded 


to automatically handle receiving records, accounts 
payable voucher checks, and all accounting within the 


purchasing system cycle. 


SPEEDIFLO IS THE HEART OF ADP BENEFITS 


The 
designed by Moore offers many operat 


new multi-part continuous form Moore will design 


advantages. Narrow carbon paper office and speed its 


bulk 


operation 


ing 


allows faster feeding with no to 


hinder smooth, continuous 


He's 


reached 


Pins are free with no carbon to burr or man in the 


clog, thus causing ‘down’ time. Precision by 


register of parts permits faster running office, below. 


MOORE BUSINESS FORMS 


NIAGARA FALLS, N.Y. DENTON, TEXAS 


Since 1882 the world’s largest manufacturer of business forms and systems 


SEPTEMBER 1956 For More Information From Advertisers 


system to improve 


writing 


EMERYVILLE, 


Use Readers 


a form or a whole 


the efficiency of an 


A . 


work flow. Any com 


pany, large or small, can enjoy practical 
ADP benefits by talking with the Moore 
Classified 


can be 


Moore 


or 


the nearest 


> Moore's new 
yor dependable 
Speediflo 
Ine 
CALIFORNIA 


Over 300 offices and factories across U.S. and Canada 
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WRITES FOR 


THE PEN THAT FILLS ITSELF 
Every time you return pen 
to socket, capillary action 
refilis it with a full supply 
of ink. 


¢ intercHanceaste POINTS »* 30 STYLES 


MODEL 4430 DESK SET lp 


Always Keady to Write 


MONTHS WITHOUT REFILLING 


BASE HOLDS 40 TIMES MORE INK 


than 


months and months. 


For months on end, this popular Esterbrook Desk Pen Set needs 
no attention—no special care—no ink refill! And your writing 
glides on instantly and smoothly the moment point touches paper. 
Try one for 30 days—if it doesn’t completely measure up to 
expectations your dealer will gladly refund your money. 


—— = 


ordinary 
pens. Needs no attention 


for 
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CHOOSE THE RIGHT POINT 
for the way you write—by 
number. More than 30 
point styles for your 
selection. 


fountain 


months and 


® 
DESK PEN SETS BY Osterbrook 


CAMDEN 1, N. J. © 92 FLEET ST. EAST; TORONTO 


COPYRIGHT 1906, Tt ESTEREROOR PEN COMPANY 


Fordham 
Arthur Barcan, director of the Records 
Management Institute. 


ment at University, and 


Reynolds and Hauserman combine to 
offer aluminum office partitions 

A new line of lightweight aluminum 
movable partitions for offices will be 
in production early next year, accor«d- 
ing to a recent announcement from 
The E. F. Hauserman Co., of Cleve 
land, which has made movable metal 
partitions since 1918. Hauserman will 
work together with the Reynolds 
Metals Co., producer of aluminum, 1 
the new project. 
Intra-company management program 
announced by AMA 

A new service, devoted to the devel 
opment of management teams within 
a company, has been announced by the 
Association, 


York. It is 


called the IntraCCompany Management 


American Management 


1515 Broadway, New 
Program, and it will make available 
to business organizations the experienc 
AMA for planning 


conferences to suit the particular needs 


and facilities of 


of individual companies. The pro 


yram 1s aimed al mectings running 


AMA will 


provide complete programs, including 


from two days to a weck. 


course with ap 


t 
speaker 5 


content: notebooks 


propriate reading material; 
and discussion leaders, either from the 
concerned or from 


company outside: 


and physical facilities. Meetings can 
be planned for supervisory manage 
ment, top management, and engineer. 


ing and scientific personnel. 


Eastern States Business Show to be 
held in West Hartford this month 
The Hartford Chapter of the Na 
tional Office Management Association 
will hold its Eastern States 
Hartford 
Armory, Farmington Ave., West Hart 


sec ond 


Business Show at the West 
ford, Conn., September 25-28. 


N¥l 


accounting, personnel 


offers courses in machine 


New York University has announced 
that its Management Institute will of 
fer nine evening courses this fall in 
machine accounting and electronic data 
processing for supervisory and 
The 


aisO give six evening courses in per 


agerial personnel. Institute wil 


sonnel management and industrial re 


lations for personnel specialists and 


supervisory employees. 
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Electronic Data Processing — — its full 
efficiency and economy —is now practical 
for more clerical operations than ever before. 

Stewart-Warner Electronics has com- 
bined proven large-scale digital computer 
advantages in a versatile, desk-sized data 
processing unit that costs little more than 
the average annual wage of four clerks. 

This new, all-electronic data processing 
machine enables you to automatically han- 
dle order processing, billing, sales analysis, 
inventory control, bookkeeping —all routine 
clerical processing of data with the highest 
degree of reliability. And you can change 
from one operation to another in less than 
one minute. This compact, lightweight unit 
requires one-half the power used by a toaster 
and has less heat to dissipate. 


EDP for You? 


Yes! Our staff of systems analysts is ready 
to survey your particular data handling 
problems ...show you how this practical and 
versatile equipment can now bring you all 
the modern economies of EDP. Make your 
request today. Write on your letterhead to 
Stewart-Warner Electronics, Dept. 42, 

1300 N. Kostner Ave., Chicago 51, Illinois. 


STEWART 


ELECTRONICS 
WARNER, 


A DIVISION OF STEWART-WARNER CORP. 


DP for me? 
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COLITHO PLATES 


STREAMLINE SHOP ORDER SYSTEM 


minnmearPotis 


FOR Honeywell 


20 


Name__ - 
Company 
Address 


City 
_ Sr. tr 


The Minneapolis-Honey well 
Regulator Eecmenn, Appliance 
Controls Division, Gardena, Cali- 
fornia, installed Colitho Offset 
Duplicating Plates to add speed 
oad flexibility to its heavy volume 
shop order system, 
Hoacaeanhe information is 
typed on the “Parts Fabrication 
Onder’ — a reprinted Colitho 
Paper Plate. Vartable information 
is written on the master plate for 
the first order. Necessary work 
copies, plus a NEW MASTER are 
made from the first plate. The new 
master, withouc the variable infor- 
mation, is filed awaiting future 


orders of the same part. The copies 
are sent to the various departments. 
This enables each department to 
use its copy as a record of its own 
production. 

Thus, information basic to all 
departments is reproduced quickly 
and efficiently. All chance of tran- 
scription errors and need for re- 
typing and additional proof-read- 
ing on future orders is eliminated. 
Uniform, original-looking copies 
—in perfect registration and in om 
amount desired—are obtained. 
New preprinted Colitho Plates are 
made from original plates when 
needed. 


This case history demonstrates the economy and efficiency that countless 
businesses now enjoy through the use of Colitho Plates. We have a collec- 
tion of these factual stories which you will find packed with valuable ideas. 
Just use the coupon and you'll receive your copy of the Colitho Idea 


File promptly 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


679 Herb Hill Road, Glen Cove, N. Y. 


COUTHO DIVISION, COLUMBIA RIBBON AND CARBON MFG. CO,, Inc. 2 


Okay, rush the Colitho Idea File. 


lone State 


For More 


Information From Advertisers Use Readers’ 


Inquiry Coupon on Last Page 
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Books and Pamphlets 


Punched Card Primer, by 
Dean Friedman. 


Burton 
A small volume (77 
pages) designed to introduce to the 
reader the basic facts of punched cards. 
It discusses the punched card method 
and briefly describes the various types 
of punched card machines. Differences 
the equipment offered by 
IBM, Remington Rand, and Under 
wood Samas are noted. 


between 


There is also 
discussion of such subjects as introduc- 
ing and installing punched cards, costs, 
deciding on whether or not to make an 
installation, and other related matters 
Public Administration Service, Publica 
tions Div., 1313 E. 60 St, Chicago. 
Price, $3.50. 


1 booklet summarizing the findings 
of the National Othce Management As 
sociation following a two-year study oO 
clerical employment trends in the of 
NOMA. 


Phases covered include general trends 


hice is now available from 
in office employment, the effect of o 
fice machines in creating skilled work 
er shortages, and trends in the avail 
ability of such office personnel as sten 


iY 0k 


keepers, cashiers, telephone operators, 


ographers, secretaries, typists, 


office boys, and messengers. Tempor- 
Nation 
al Office Management Association, 132 
W. Chelten § Ave., Philadelphia 44 
Pri c, $1. 


ary workers are also included. 


Standards of Education and Exper: 
ence for Certified Public Accountants 
the report on a four-year study by the 
Commission on Educa 
tion and Experience for Certified Pul, 
lic Acceuntants, 


Standards of 


whose purpose was 
“to bring about more uniform and 
more realistic standards for the quali 


CPA's.” The 


amines the professional and legal «as 


heaton of report: ex 


pects of public accountancy, discusses 
educational facilities and experience re 
quirements, looks into the CPA ex- 
amination, and 


makes a series of re 


commendations, One consequence ol 


which would be to advance the stand 


ards so that 


additional 
the 


prol« ssional 


training at postgraduate — leve! 


‘I he 


Susiness Research, Univer 
Price, $2.50. 


would be required ol applicants. 


; 
Bureau ol 


sity of Michigan. 


Iutomation and Electronics l 


Guide to 


Company Expertence, \vy 
(To page 23) 
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a 
here’s how to keep coats in ‘‘tailored’’ shape! 
rack’em on a 
BORROUGHS 


— Whop RACK | 


When a damp or wet coat (man’s or lady’s) is racked on 
a Borroughs, it dries evenly and smoothly, and not in a 
bundle of wrinkles. There is nothing more irritating than 
a wrinkled coat, especially if it’s still damp at the close 
of the day. And you know there are a lot of wet fall days 
ahead. If you have any outmoded clothes horses in your 
offices, retire them and get Borroughs Wrap Racks. You'll 
be mighty glad. May we send you our latest catalog? 


WR 6—single face unit accommodotes 
6 coots and 6 hats. Single foce only. 


> 


“We'll be looking for 
you at the NSOEA at 
our booth 379” 


WR 12—single face unit—accommodates 
12 coats and 12 hats. Double face 


WR O—chagle fase eult~-cetemmedates available—holds 24 coats and 24 hats. 


9 coats and 9 hats. Double face avail- 
able—holds 18 coats and 18 hats. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 
3036 NORTH BURDICK alip KALAMAZOO, MICHIGAN 


@mp Plants and other Subsidiaries: (American Metal Products Co.—Detroit, Michigan—Union City, Tennessee) (AllionceWare, Inc.—Alliance, Ohio 
Kilgore, Texas—Colton, California) (General Spring Products, Ltd.—Kitchener, Ontario, Canada) (Tube Reducing Corp.—Wallington, New 


Manufacturers of quality products for automobiles, trucks, aircraft, offices, factories, warehouses, and homes. 
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NOW -IN PREPARATION 
THE 1957 OFFICE MANAGEMENT 


YEAR BOOK 


To Be Published As 


An Additional BONUS ISSUE 
of OFFICE MANAGEMENT 


THE YEAR'S BEST 
ADVERTISING "BUY" 
In the Big Office Field 


LONG LIFE FOR YOUR MESSAGE—The 
Year Book with its exhaustive reference in- 
formation will be used throughout the year. 
Whenever, wherever referred to, your mes- 
sage and catalog information will be there 
to tell your story. 


DYNAMIC ... EXPANDING INFLUENCE 
—The influence of OFFICE MANAGEMENT 
in America's large office field is dramatically 
demonstrated by its unparalled growth and 
acceptance. Its paid circulation has grown 
from 11,000 in September, 1953, to 15,500 
in September, 1954 to 21,000 in September, 
1955 . . . to 23,000* in May, 1956. 


BONUS CIRCULATION—The Office Man- 
agement Year Book Issue (pnd your adver- 
tising message) will have the largest circula- 
tion of the year .. . the regular 23,000 paid 
subscribers plus an additional bonus of over 
7,000 copies to meet the special demand for 
this once @ year reference book—for a total 
of more than 30,000 circulation. 


NO INCREASE IN RATES.-With all these 
plus values there will be no increase in rates 
for advertising in the Year Book. Your earned 


contract rates in Office Management apply 
* Subject to ABC Audit. 
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The reception of the first annual YEARBOOK published 
in January, 1956, confirmed the ever-increasing need for 


an annual review of the fast-moving trends . . . of the 


revolutionary changes that are taking place in office tech- 
niques and in the vast number of types of machines and 


equipment. 


When published as a regular issue, the overwhelming 
Yearbook material crowded out some of the regular cur- 
rent features. 


OFFICE MANAGEMENT has therefore decided to make 


the YEARBOOK a separate bonus issue for our readers 
to give them the vast store of reference material without 
affecting the twelve monthly numbers of OFFICE MAN- 
AGEMENT, with their current news and regular editorial 
features. 


The OFFICE MANAGEMENT YEARBOOK is now in 
preparation and will be published in March. 


ADVERTISERS —In planning your schedule for 1957, ar- 
range now to include the OFFICE MANAGEMENT 
YEARBOOK in order to benefit by your earned contract 
rates. For instance, if you arrange a schedule for six inser- 
tions in the monthly issues of OFFICE MANAGEMENT, 
your 7th or YEARBOOK insertion will enjoy the six- 
time rate . .. with a 12-time schedule in OFFICE MAN- 
AGEMENT, your 13th or YEARBOOK insertion will en- 
joy the 12-time rate. Forms for the YEARBOOK will close 
January 15. 


office 
management 


The Magazine for Management Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 
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(From page 20) 


Henry C. Thole. 
believed to be the first published bibli 


A 26 page booklet, 


ography af case histories covering auto 
More 


than 200 such studies, from books, con 


mation in both office and plant. 


ference proceedings, and periodicals, 


are referenced. One breakdown lists 


the material by type of industry, while 
other listings are concerned with such 
categories as integrated data process 
ing, computer systems, automatic con 
trol, and automatic material handling 
1342 


Price 


Management Research Service, 
Cherry St., Kalamazoo, Mich. 


$1. 


Working with the Revenue Code in 
1956, edited by James J. Mahon, Jr., 
OPA, of Philadelphia, who edits the 
Tax Clinic Column in the Journal of 
A 144-page book based 
the Tax 
Clinic, it deals with specific tax prob 


Accountancy. 
on questions discussed in 
lems and presents actual solutions of 


fered by tax experts. American Insti- 
tute of Accountants, 270 Madison Ave., 
New York 16. Price, $2 (paper back 


ed) or $2.50 (cloth bound). 


Faster, Faster: A Simple Description 
of a Giant Electronic Calculator and 
the Problems It Solves, by W. J. Eckert 
A 160-page book, 
illustrated, describing the operation of 


and Rebecca Jones. 


a giant computer, in this case the 
IBM NORC, as a guide to understand 
ing how electronic computers go about 
their job. McGraw-Hill Book Co., Inc., 
330 W. 42nd St., New York 36. $3.75. 


Management in Action, by Lawrence 
\. Appley, president of the American 
Management Association. A collection 
of Mr. Appley’s writings, it includes a 
number of items from his column, The 
President's Scratchpad, which appears 
monthly in AMA’s Management News. 
Articles from other AMA publications 
American Manage 
ment Association, 1515 Broadway, 
Times Square, New York 36. Price, $5. 


! | 
are also included. 


Management for Tomorrow, a report 
on the proceedings of the Eighth An 
nual Conference of the Society for Ad 
vancement of Management. The 195 
page volume contains papers on a wi le 
including “Inte 


range ol subjects, 


grated Data Processing,’ “Control by 


Incentives,’ “Management and Labor 

Their Common Goals,” 
Audit,” etc. Chilton Co., 
and 56 Sts.., Philadelphia 39. Price, $6, 


(To page 89) 


“Interna: 


Chestnut 


cloth bound. 
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How XEROGRAPHY 


cuts duplicating costs for 
Sheffield Hardware Co. 


AMERICUS, GEORGIA 


Keeps customers up-to-date on 
changing prices, new items, etc.... 
QUICKLY and ECONOMICALLY! 


The versatility of xerography in paperwork duplicating is shown 
in its adaptability to the needs of large companies, saving up to 
$250,000 a year using xerography, down to smaller companies 
like Sheffield Hardware Company, a wholesale firm in a city of 
approximately 15,000 population. This home-grown pioneer 
operation since 1872, did $2,000,000 
business last year. Sheffield officials are enthusiast the 
services xerography performs in speeding the paperwork re- 
quired for a company of their type 

After installing and using XeroX" 
xerography, John W. Sheffield, Sr., 
‘Installing this equipment was the best step we've taken 


busmess, in nearly a 


about 


equipment for copying by 
president, has this com 
ment 
in quite a while. It has saved us headaches, made many, friends 
for us and permits a much closer association with our retailers, 
sy this | mean that retailers are immediately informed, with 
illustrated catalog pages, of new stocks, modified items and any 
price change s which occur Xe rography at Sheffield not only has 
added efficiency to the but been 
instrumental in the saving of thousands of dollars 

A specific example sefore installing Nero copying equip- 
ment, each page of the company § catalog cost from $1.00 to 


company s Operations, has 


$1.25 per page, just for having the plates made ready for the 


printing process Compare this figure to the company s present 
cost of 10 cents a page, not to mention personnel savings and 


ease of operation copying onto duplicat- 


ing masters by xerography 


Anything written, printed, typed or 
drawn can be quickly copied by zerog 
raphy onto masters for duplicating. 
Copies in the some, enlarged, or re 
duced size can be made from one or 
both sides of the original material. 
WRITE for ‘proof of performance” case 
histories showing how xerography is saving 


time and thousands of dollars for compa 
nies of all kinds, large and small 


THE HALOID COMPANY 
56-45X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


DO YOU KNOW... 


Xerography copies onto 
paper masters and 
metal plates for 


OFFSET 
Duplicating 


Cepies onto 
translucent inter- 
mediates for 


DIAZO 
Printing 


e 
Copies onto 
masters for 
spirit 
(and other fluid type) 
duplicating 
Copies 
HALFTONE 
& LNe 


subjects onto paper 
masters for offset 
duplicating 


uP 10 


EIGHT 
COPIES 


including a paper 
master or transiucent 
intermediate can be 
made from one sero 

graphic exposure 


co) 


The fastest, cheapest, most versatile way to make masters for duplicating 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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There’s safety in the shine 
if there’s Du Pont Ludox’ in the wax 


Quick work, Miss Jones—the boss is waiting! 
Safer work, too, because that gleaming floor wax 


“e 


contains “‘Ludox” colloidal silica ... Du Pont’s 
anti-slip ingredient. 

In more and more offices, hospitals, schools 
and churches, the unique “snubbing”’ action of 
“Ludox”’ is reducing skidding and slipping. This 
action occurs when the pressure of a footstep 
forces the hard, transparent ‘‘Ludox’’ particles 


into the softer wax . . . absorbing the foot’s for- 
ward-moving energy. The result: added traction 
and safety underfoot. 

What’s more, high-grade waxes, properly for- 
mulated with “Ludox,”’ retain all their basic prop- 
erties: gloss, water resistance and leveling. Have 
your maintenance man insist on a floor wax con- 
taining ‘“‘Ludox.’’ You'll see that beautiful floors 
can be safer floors, too. 


For safety underfoot, specify floor waxes made with 


BETTER THINGS FOR BETTER LIVING 
+++ THROUGH CHEMISTRY 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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Coming Events 


Conference on Records Management. 
New York, September 13-14 

Sponsors: National Records Manag 
Graduate School 
New 
York 


ment Council, Inc.; 
Administration, 


Place: New 


ot Business 
York 


University. 


University. 


AMA Personnel Conference. New 
York, September 17-19. 
Sponsor:» American Management As 


Place: Hotel Statler. 


vocation 


Instrument-Automation Conference. 
New York, Sept. 17-21. 

Sponsor: Instrument Society of Amer 
ica, Place: New York Coliseum. 


AIA Annual Meeting. 
tember 22-27. 


Spon sor: 


Seattle, Sep- 


Institute of A 
Olympic Hotel. 


American 
countants. Place 
West 
Hartford, Conn., September 25-28. 

Sponsor: Hartford Chapter, National 


Eastern States Business Show. 


Office Management Association. Place: 
West Hartiord Armory. 


Conference on Training in Business 
and Industry. Lafayette, Ind., Sep- 
tember 26-28. 

Sponsor - Place: 


Purdue University. 


Purdue University. 


National Supervisory Development 
Conference, St. Louis, Sept. 27-29. 


National 


sociation (formerly known as the Na 


ponsor Management As 


! 
tional Association ot Foremen). Place 


Sheraton Jefferson Hotel 


CIA National Conference. 
September 30-October 3. 


New York, 


Spon sor 


1 Place: 


Controllers Institute of Amer 
Waldor! Astoria Hotel 


Cincinnati Business Show. Cincinnati, 
October 9-11. 


Sponsor 


Cincinnati Office & Busines; 
Equipment Show 


Plac ¢ 


Committee, In 


Hotel Sheraton-Gibson. 


NIGP Annual Conference and Prod- 
nets Exhibit. Chicago, October 14-17. 
Sponsor: National Institute of Govern 
mental Purchasing, Inc. Place: Conrid 


Hilton Hotel. 


AMA Office Management Conference. 
New York, October 15-17. 

Sponsor: American Management Asso 
Place: Hotel Sheraton-Astor 


ciation. 


1956 


“EPTEMBER 


with the EDITORS} 


THE RECENT conventions of the 
Republican and Democratic parties 
were, of course, to be exp cted, this 
being leap year, and therefore the 


time of our quadrennial political 
sweepstakes. W he the r the ¢ hi ago 
and San Francisco examples have 


spurred on the anizations. with 


ory 
} . 1] 
which we are more usually con 
cerned is, of course, problematical 
But whatever the cause, this fall 
seems to have brought on a banner 


| 


crop of « mierences, meetings, sem 


' 
inars, et as the abbreviated space 


of this column, and the solid mass 
of the surrounding matter illustrates 


so graphically 


WE HAVE conterences on so many 
subjects in this field today that we 
suspect the inclination of many con 
cerned with office administration ts 
to say, occasionally, a plague on all 
your houses, and to hope fervently 
that trips out of town will cease 
long enough to let a man catch ur) 


with his work. 


V7] 'S a mixed ble SSID pe rhaps when 


the work piles up on the desk, and 


tne mecting that means a sleeper 
| 


trip or a bad plane connection looms 


on the horizon. But, in the last 
analysis, a great deal of g wd comes 
out of each of these meetings. One 
yood idea is a little less than par tor 
the course at the average conter 
ence, yet just one p wd idea, on 


new method, one If n ipproach 


suggested, can repay several times 


over the time spent away trom the 


' 
ofh« Ls 


AS authority, we quote a gentleman 
who plays a prominent role in our 
lead article this month, George Hel 
mer, of the Art Craft Optical Com- 
pany, Rochester, N. Y. Mr Helmer 
is the man mainly 1 sponsible lor 
Art Craft's smooth and economical 
changeover from manual methods 
of clerical processing to a fairly high 
degree ol automation--a changeover 
in which Art Craft incorporated ma 
chines usually thought appropriate 
only to much larger companies, Mr 
Helmer gives much of the credit tor 
his accomplishments to the ideas 
he's gained through his attendance 
it seminars, meetings, and conter 


+ 
ences 


IF. of course, there's one such meet 
inp you really want to pet to, but 
simply can't make, we have a solu 
tlon-——just w uch your next copy ol 


Office 


ference of major interest, there'll be 


Management. If it's a con 


as complete a report on won this 


mayazine as space permits. 


lenber (1 Sar, 
Kditon 


Robert Beeman, Managing Editor 
Thomas V. Murphy, Kditor-in-Chie} 


Gever McAllister Publications 


National Business Show. New York, 
October 15-19. 

Sponsor; Ofhce Executives Association 
of New York (New York Chapter ofl 
the National Office Management Asso 
ciation). Place: New York Coliseum 
IMS International Meeting. Los 
Angeles, October 18-19. 

Spon sor 
Sciences. Place: Statler Hotel 

ABA 82nd Annual Convention. Los 
Angeles, October 21-24. 
Sponsor Bankers Associa 


American 


tion. 


The Institute of Manayemest 


SPA International Systems Meeting. 
Philadelphia, October 22-24, 
Sponsor: Systems and Procedures As 
America Place Hotel 
T 


tellevue-Stratford 


sociation ol 


NBFA Eleventh Annual Conference. 
Rye, N. Y., October 29-November 1. 

National Business Forms As 
Place Westchester 


Spon or 
sociates 


( lub 


(country 


IMS Time and Motion Study and Man- 
ent Clinic. 


ager Chicago, October 31- 
November 2. 
Industrial 


ciety Place Hote] 


Sponor Management So 


Sherman 
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y 
KOPPERS 


Witionals save us $60,000 a year... 


return 50% annually on the investment.” 


“We use National Accounting Machines 
on a wide variety of applications, such as: 
Payroll Writing including Labor Distri- 
bution and Government Reports; Ac- 
counts Payable including Vouchering, 
Check Writing and Distribution; Accounts 
Receivable including Bank Deposits and 
Age Analysis; Sales Analysis by Product; 
Cost Analysis, Cost Reports and other 
financial statements; Stores Disbursement 


—KOPPERS COMPANY, INC., Pittsburgh 


Distribution; and Cost Ledgers and Gener- 
al Ledgers. 

“We estimate that these Nationals save 
us $60,000 a year, returning us 50% annu- 
ally on the investment. Another advantage 
is that simplicity of operation and auto- 
matic features make it easy to train 
operators.” 


— 


THE INDUSTRY THAT SERVES ALL INDUSTR 


x 


DIVISIONS OF KOPPERS COMPANY: 


CHEMICAL: Plastics, 
hesives and dyes. 


ENGINEERING & CONSTRUCTION: De- 
sign and erection of chemical-recovery 
coke plants, blast furnace and open 
hearth plants, and chemical plants. 


GAS & COKE: Blast furnace, foundry, 
industrial, and domestic coke. 


METAL PRODUCTS: Industrial gas clean- 
ing equipment, couplings, piston 
rings, fans, gos apporatus, paper 
box fabricating and printing ma- 
chinery and sound control equipment. 


TAR PRODUCTS: Chemicals and cool- 
far base protective coatings, roof- 
ing, road materials, creosote, moth 
preventives, and insecticides. 


WOOD PRESERVING: Pressure-treated 
wood products for railroad, utilities, 
industry, agriculture and the home. 


chemicals, ad- 


Your nearby National representative 
will gladly show how much your busi- 


ness can save with Nationals. 


TRADE MARK REG. U 6 PAT. OFF. 
5 


Hf 


Vice President, 


Owalional 
Finance 


fi. ACCOUNTING MACHINES 
THE NATIONAL CASH REGISTER COMPANY, varron 9, onto 


— ADRING MACHINES « CASH REGISTERS 
989 OFFICES IN 94 COUNTRIES 


pets ‘ oy oa <e k, 
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editorial 


New landmark emphasizes trend 


NEW YORK’S towering new skyscraper, the Socony-Mobil Building, is set 
ting a lot of precedents. First and foremost, of course, is its facade—it is the 
first stainless steel-sheathed building ever constructed. Beyond that, it is the 
largest commercial structure to be built in New York City in the past twenty 
five years. Moreover, extending as it does from Lexington to Third Avenue, 
it is playing its part in Third Avenue’s rapid change from a rather squalid 


thoroughfare living under the shadow of the El to one of New York's most 
handsome streets. 


But perhaps far more significant to other offices in cities across the continent 
is the pattern the Socony-Mobil juilding is following, the trend of which it 
is the latest illustration, rather than the Various innovations it embodies. It 
is a trend which benefits building management, and also the big industrial 
corporations which need a large amount of office space. For the Socony-Mobil 
Building is actually not that company's building at all; it is a commercially 
constructed rental building which has taken the Socony-Mobil name because 


Socony-Mobil has rented a major share of its space—22 floors of its 45, 


This pattern, naming a new building for the company which engages a 


mayor share of its rental space, is a 


j benefit to both the tenant and the owner, 


The owner has an inducement to offer a larpe potential tenant in the form of 
\ 


a substantial landmark be aring the tenant's name; the company hich engages 


the major part of the rental space benefits reciprocally from the publicity and 
prestige given its name by a handsome new building. It achieves these without 
tying up its capital in real estate, a business foreign to its primary interest. 
As one of those arrangements that benefit both sides, it’s good to see the 


pattern 1s spre ading 
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in the inventory 


How one small concern saved 


output by automating clerical 


Art Craft Optical, with less than a hundred office 
workers, makes tab equipment pay in automatic meshing 


of sales, inventory, production, preparing invoices 


money, raised 


procedures 


ROCHESTER, a handsome and pleas 
ant city in upper New York State, is a 
middle-of-the-road place. It is a big 
city, but not a metropolis; it has one 
very large company, and several middle 
sized companies, each representing sin 
gle industries, balanced by a wide di 
versity of small enterprises. It is a city 
which avoids extremes—and this type 
of approach, this standard, is exempli 
fied in many of its businesses. 

A good example of this Rochester 
quality is a medium-sized company 
which has its plant and its general 
ofhce very near the heart of downtown 
Rochester—the Art Craft Optical Com 
pany, which manufactures frames for 
eyeglasses. 

This is the story of how Art Craft 
Optical, which has a total of around 
six hundred employees, of whom less 
than one hundred are office workers, 
has automated office proc edures grad 
ually but effectively and economically. 
It is the story, too, of how a relatively 
small company, with a really small 
office staff, is employing the most mod- 
ern equipment —and making that 
equipment pay tor itself every step ot 
the way. 

And the underlying reasons for that 
success, according to George Helmer, 
the office manager of Art Craft, have 
been two-fold: 

The freedom given him by his own 
management’to do his job, in the best 
way he can devise, and the authority 
given him to order the equipment 
needed to do that job. 

The “slow” approach in’ which 
equipment is installed as it is called 
for, in order to take over certain deh 
nite procedures, and only after it has 
been shown the equipment can handle 
those procedures with increased efh 
ciency, at no increase in cost. 

By following this slow but sure ap 
proach, Art Craft Optical has evolved 
from manual methods of processing 
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othce work through standard tabulat 
ing equipment to an electronic calcu 
lator, and has either saved money or 
it least held expenses even every step 
of the way. During the same period, 
its volume of work has expanded tre 
mendously. Moreover, its new equip 
ment 1s giving it information which 
it never had before, and this informa 
tion is making it possible for the com 
pany to achieve even greater savings 
by an almost automatic meshing ot 
production and inventory, which keeps 
“dead” inventory at a minimum, both 
in Rochester and in the branch offices 


which distribute Art Craft products at 


key points through the country and 
Canada. 


Changeover gradual 


Che changeover to the present high 
ly automated operation at Art Craft 
had its origins several years ago when 


management foresaw that the com = : 


pany's rapidly increasing sales volume Step two: cards are key punched for every change in local inventory 


was heading it toward inventory trou 
bles. As Art Craft is organized, the 
central plant in Rochester is the manu 
facturing wing, with several affiliate 


sales corporations in) various parts ol , Aa Oey MC 
the country which actually sell the mart Or. wet 1 
products to wholesale optical suppliers. wae 
Although the company’s product is rel 

atively simple, the models are compara 


m ciTy, mec 
tively few, the inventory problem Ty aat CRAFT OPTICAL OF NEW YOR 


“aw rom 
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complicated because each basic model 
‘ ————_eeewees OM tet 

of eyeglass frame must be available in 

a number of colors, and a very great 


number of sizes, ‘ 


Moreover, the sales of the wholesaler ABT CRAPT OPTICAL OF NEW YORE CITY, WC 
ee ee ee ee 
ire usually on a unit basis—frames are 
ordered very often by a small optom- 
etrist’s shop which may want one frame 


AaT Chart 
ot a given model, given color, given OPTICAL OF mew ¥ 


°)) «0m 


‘ORK CITY, ime 
‘A WOW YORE 20 WOW vos 
size, two of another model, same color, 
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ventory and which must be recorded 161 
in inventory transfers is very large in 
comparison with the volume of indi ait wld” 9 
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Originally, the Art Craft procedure 
was to allow all of the company’s 
branch offices to run their own inven 
tory records, and to send in statements 
to Rochester of the quantities needed 
to re-stock inventories. Rochester would 
then ship from its central inventory. 
and would in turn adjust its produc- 
tion lines to keep the central inventory 
level. 

This was unsatisfactory for a num 
ber of reasons. Tendency in the branch 


offices was to keep large inventories on The second part of this four part order form ix the hey paper in the inv: story 
control system; these are detached for all orders daily and shipped tc Rochester 


} — - . ' . : : P 
hand to meet customer needs, so that to give picture of change in local inventory 
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This is the consolidated inventory report form prepared weekly from the punched cards 


Rochester production was never geared 
losely to actual current demand in the 
held. 


sponsibility of the branch ofhces, and as 


Inventory reports were the re 


such were submitted to Rocheste’ at 
varying times, and with varying de 
grees of accuracy. Rochester, which 
had to adjust Its production to keep 
inventory at a safe level, went through 
endless paperwork, and reconciliations 
to determine just which of its produc- 
tion models were needed and in what 
quantities to keep inventory at the 
right level. 

With 


alter the war, the system was too cum- 


rapidly expanding business 


bersome to be efficient; with many of 


the new materials going into eyeglass 
frames requiring a long time period 
between order dates and delivery, it 
There was 
too long a lag between the removal 


was too slow to be safe. 


of an item trom inventory, and the 
reflection of that removal in production 


orders, 


Management decided to see what 
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spocepegnernomenemets? 


could be done to tighten the inventory 
procedure, and close the time gap be 


tween sales and production. It began 


by looking into possible mechanical 


procedures for inventory control, visit 


ing leading business machine com 


panies, laying its problem before them, 


and getting their advice. 
Tab installation indicated 


Two things soon became apparent: 

That improvements could be made 
in the system by drawing control of 
the branch inventory records back to 
the Rochester office, so that keeping 
inventories in the branches at safe level, 
while still reflecting inventory changes 
quickly in central inventory, and be 
yond that, in production, would be en 
tirely a Rochester responsibility. 

That such controls could be estab 
lished by punched card records and 
machine processing. 

Management and representatives of 
the local IBM service bureau worked 
out a system which would insure a 


much faster processing ol inventory hig 


a 
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Basis of the whole system: key punched cards for tem changes 


ures through punched card media. 

Under the plan, each branch ofhce, 
whenever it made a sale, would enter 
form, the 


the sale on a_ four-part 


which would be a 


report. The order 


second part of 
“Stock Status” 
would be written, whether or not the 
branch could fill it immediately, and 
the stock status sheet of the form im 
mediately detached, batched with all 
other stock status sheets from all other 
orders for that office, and sent to 
Rochester daily. 

Rochester thus had, when this sys 
tem was established, a report of every 
change in inventory in the branch 
either accomplished or implied by the 
Clerks in Roch- 
ester hand-coded incoming reports and 


previous day’s sales. 


key-punched cards representing every 
inventory transfer represented by the 
previous day’s sales in the branch. 

These cards, after preparation in the 
Art Craft offices, were sent to the local 
IBM service bureau, which used them 
to prepare weekly reports of inventory 
changes. These reports were used as 
the basis for shipments from the Roch 
ester inventory to replace the losses in 
branch inventories. A similar daily 
punched card report on Rochester in 
ventory losses was made the basis for 
a weekly report on Rochester inventory 
losses. This in turn was used as a 
guide to production orders for the fol- 
lowing week. 

So far, so good. The inventory sys- 
tem was beginning to tighten. But 
there were still two 
Art Craft saw it. 


problems, as 
Although the line 
from local inventory to Rochester in- 
ventory to production had been drawn, 
and was becoming to some degree a 
self-regulating mechanism, there was 
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Almost every company should have mechanization somewhere along the line . . . 


sill too high an inventory on the 
shelves ol the branches, and, conse 
quently, too much in the Rochester 
warehouse. As a result, there was stil! 
too much time between the sale of a 
single frame in one city, and the re 
flection of that sale, together with al 
the other sales that had been made of 
the company’s products, in the adjust 


ed production schedule at Rochester. 


Moreover, they could also foresee 
trouble developing in the invoicing 
procedures used by the company. Al 
though sales were made by the afhili- 
ate corporations, and most deliveries 
were made directly from branch office 
inventories to customers, actual billing 
operations for al] sales were carried 
out by Rochester. As volume of busi 
ness increased, the old traditional in 
voicing procedures, already taking the 
time of twelve clerks, would absorb 
more and more people. 


Obviously, invoicing could be adapt 
ed to punched card and tabulating 
equipment, But that would mean 
calling on a service bureau for even 
more services every month. And the 
company forecast was for a steadily 


growing volume of business. 


\ little equating of costs was done. 
Art Craft was already paying $350 a 
month to the service bureau for its 
work in processing inventory reports 
from the punched cards prepared in 
the Art Craft office. There was in- 
evitably some delay in using an out 
side agency. For approximately $1,000 
a month, Art Craft could rent the basic 
equipment for a punched card instal 
lation of its own, which would take 
over the inventory procedures and im 
prove on them because of the time ele 
ment. It could, moreover, put its in 
voicing on punched cards, thus more 
than compensating for the $650 differ 
ence between the charges made by the 
service bureau and the rental of equip 
ment for a complete tabulating ma 
chine department of its own. 

The decision was made. The equip- 
ment was ordered: keypunchers, a veri 
her, an IBM 602a calculator, a 403 ac 
counting machine, a 519 duplicating 
summary punch, a 552 interpreter, an 
O82 card sorter 

(To page 94) 
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Five-part invoices are prepared automatically from tab cards 
in Rochester for sales in every branch 


Punched and sorted cards are inserted 


in the 604 calculator 
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Organizing forms control-- 


policy through program 


by Tony Piscatella 


Supervisor, Work Measurement & Statistics, American Airlines, New York 


MUOH IS HEARD in the business 
world today about high speed elec 
tronic data processing equipment. The 
effect such equipment has on the elimi- 
nation of forms and paperwork in gen 
eral provides an added attraction that 
alerts the interest of every cost con 
scious executive, 

One over-zealous electronics expert 
went so far as to predict that the only 
paperwork a company will need to 
process in the future is the Purchase 
Order for one of these magic machines. 

To disagree with this individual 
would only show a lack of imagina 
tion, and so, we won't disagree with 
him. However, we would prefer to 
deal with the present where clerical 
costs are high, are going higher, and 
will only decrease when useless paper 
work is eliminated. 

This program then is intended for 
those who believe paperwork is here 
to stay in some form, however abbrevi 
ated, in spite of high speed electronic 
data processing equipment, 


The first basic step in setting up a 


‘$2 


forms control program is the establish- 
ment of forms control as a company 
policy. Such a program can be successful 
only when it is given the necessary im 
petus by management which must real 
ize the profit potential in clerical cost 
reduction. 

Since forms are the tools of all cler 
ical operations, their control is the first 
step toward the accomplishment of im- 
portant savings. 

The company whose argument is 
that forms control is too costly may 
be surprised to learn that lack of con- 
trol is far more costly for a reason 
even more important than the savings 
achieved by elimination of useless 
paper processing. 

And that reason is: “lack of control 
of forms suggests and breeds haphaz- 
ard gathering of the data which are 
needed by top management to direct 
the course of a company. Haphazard 


collection only provides unreliable in 


formation which has trustrated more 


than one decision maker.” 


Forms analysis, no matter how you 


slice it, is procedure analysis and one 
of the first benefits to be derived is 
the revelation of costs of gathering 
data, previously not known. 

The procedures that deal with the 
contro] of forms are fairly concrete and 
vary very little from company to com 
pany. All aim for a common goal. 
That is to say, paper is paper, and the 
less of it you have, the cheaper your 
clerical costs will be. 


But the policy regarding control of 
paper varies greatly among companies 
and even among departments of a com- 
pany; and herein lies the making or 
breaking of a worthwhile program. 


Companies that are highly decentral 
ized, tend to decentralize their forms 
program. Without someone to admin 
ister close coordination on forms mat 
ters in this situation, there is likely to 
be a wealth of duplication althougin 
there is some merit to this type of pro 
gram in that it is better than no forms 
program at all. 


Some companies employ a forms 
staff whose authority ends with the 
design of a form. In this case, the 
forms staff is a waste of money. Most 
forms printing firms will provide this 
service free of charge. 

The implication being drawn hiere 
is that forms contro] ss not a halfway 
proposition. It cannot be adopted a 
a policy merely because it is fashion 


able. 
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Forms contro; is a staff matter, en- 
tailing basic staff functions of control, 
coordination and service. Since it must 
be established as a staff function, it is 
essential that the relationship between 
the line and staff organization be d- 
fined carefully, and understood by all. 

All departments must be made aware 
of the program and be made to under 
stand the benefits they will derive from 
its implementation. Also, they should 
be instructed carefully on what is ex 
pec ted of them to support the program. 

This can be accomplished best by 
publishing the program requirements 
in a Policy Manual. Briefly, this pub 
lication should cover who may initiate 
a form, and the overall procedure re 
garding control. 

Once the program is adopted a; a 
policy, the responsibility for forms con 
trol must be delegated to someone to 
handle the operation, This employee 
must be of sufficient caliber and back 
ground to initiate, police, analyze and 
otherwise handle all phases of the pro 
gram. 

What is more important, he should 
report to the man whose responsibility 
it is to control costs. In most organ- 
izations this will be the controller. 

The function of the forms super 
visor should be clear cut so that he 
will be able to carry out his duties 
without petty squabblings among the 
departments about his authority. It 
must be remembered that he is a stafl 
man and his functions are: 

A. To initiate and install a forms 
control program within the limi 
tations and requirements of 
company policy. 
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To instruct departments in the 


installation of the progsani tor 
their groups with regard to the 
following: 

1. Policy and function of the 


program, 


~ 


2. Collection of all forms used 
in the department. 

3. Preliminary analysis and 
preparation of the functional 
index. 

4. Assignment of form num 

bers and preparation of the 

numeric index. 


). Method ol 


standard forms 


analysis and 
require 
ments. 
To assist departments in all 
phases of the control program 
and to issue printed require 
ments to guide them in their 
analysis of forms, such as the 
following: 
1. Types of forms and printing 
costs. 
2. Grades of paper and print 
inp specications, 
3. Basic rules of forms design. 
To maintain the functional and 
numeric forms indexes of all 
departments and to analyze the 
use of forms on a company 
wide basis, coordinating such 
analyses with the general office 
and other departments of the 
company when necessary. 
To report the results of forms 
analyses to management, with 
recommendations for the elimi- 
nation, combination, or the re 
design of forms to increase cler 
ical efficiency and reduce costs. 


At the outset, each and every form used in every department must pe collected 


F. Once the program ts installed, 
to coordinate forms control with 
systems and procedures studies, 

In large or decentralized organiza 
tions, it may be desirable or necessary 
to employ a torms superviser in ca h 
department or location, In these cases, 
each department or location must as 
sume the responsibility of controlling 
torms used internally. On matters con 
cerning forms control, the departments 
or locations have functional respot 
bility to the general ofhce torms man 
whose job it is to five assistance to 
and coordinate among all departments 
or locations forms standards, require 
ments, etc., essential for carrying out 
the program. 

It is not expected that the implemen- 
tation of a forms program will be an 
casy task. Human nature pre vents this 
trom being the case; however, there 
can be no quarrel with a program that 
is geared to accomplish: 

\. Uniform reporting of data trom 

all levels of the company, 

Bh. Standardization of paperwork 
within departments to insure 


maximum accuracy if data rr 


ported and the elimination o 
superfluous information, 

( Curtailment of paperwork and 
forms by the combination ol 
forms used for the same purpose 
in different locations. 

1). Standardization of forms design 
to derive maximum etheiency in 
providing data with minimum 
effort. 

bt. Facilitating the analysis of com 
pany functions by management. 


(To page 91) 
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“repair” man who enters without authorization, takes away equipment, and presents exorbitant bills, is « common pest 


Which of these frauds is costing 


your office money ? 


Offices are being plagued today by plausible practi- 
tioners of various petty rackets; here are some of the more 
common approaches, and ways to guard against them— 


by Robert Gray 


Persvanel Manager, Chester H 


WITH THE LACK of alertness on 
management's part and with the help 
of employee apathy, the frauds are 
back in force to swindle a living. 
Thousands of reliable manufacturers’ 
service departments and established in 
dependent service dealers are getting a 
black eye because of the activities of 
these unscrupulous operators. Better 
Business Bureaus admit these individ- 
uals are walking the tightrope of dis 
honesty, but nothing can be done as 
there is no evidence of fraud. Yet, 
thousands of dollars this year will be 
written off as losses or covered up by 
the ofhce manager or purchasing agent 
who realizes he has been taken. 
What are these rackets that depend 


on the gullibility. of thousands — of 
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firms? The surprising revelation is 
that they are so simple or appear so 
innocent they are rarely ever ques 
tioned. Working on the basic pre- 
mise of association, they deceive even 
the wary at times As basic as the 
simplicity of these rackets is the means 
to discover and prevent them. No 
elaborate precautions—just plain com 
mon sense and an awareness of their 
existence is needed. 

Let's look at the most prevalent and 
successtul of these “gyps”. Get ac 
quainted with what the buck-hungry 
boys have up their sleeves. You might 
snicker at some, but read on—it might 
save that snicker from turning into 
a blush. 

The repay deal This is a slight 


switch on the television repair rackets 
you have read about in your news 
papers. The difference is that you do 
not call for any repair service. A ser 
vice man with a repair box enters your 
ofice and tells you that one of your 
adding machines has a broken switch 
and needs an overhaul, or rattles off 
some other mechanical terminology 
untamiliar to you. There are cases on 
record where brand new machines 
have been overhauled. 

You probably are taken to the ma 
chine and shown that it does not oper 
ate properly. He will take it down to 
his shop and send you an estimate. 
You sign a slip authorizing its removal. 
The machine is picked up and within 


a few days you get a call telling you 


ta] 
the charge ior a complete overhaul. 
If you authorize it you have been 
added to the sucker list. After you get 
the bill and you realize that this is an 
unauthorized service dealer you might 
refuse to pay, but once you have signed 


that slip authorizing removal of the 
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machine and have given authorization 
to go ahead with the overhaul, re 
gardless of the fact that you might 
have a maintenance contract on this 
machine through the manufacturer or 
an independent dealer, you have to 
pay. The large manufacturers of busi- 
ness machines admit their hands are 
tied. They may take away the sales 
franchise from these dealers, but other 
wise they are helpless. 

Authorized representatives of manu 
facturers have identification cards and 
your receptionist should be alerted to 
ask for them. Your office manager or 
supervisor should be told also to identi 
ty all repair men on the premises when 
they are present. 


Thé uncirculated directory 
The directory. Each year hundreds 
ot valid and useful business directories 
are printed and eagerly awaited by 
buyers, production men, salesmen, et al, 
all over the country. They provide a 
ready source of reference and are essen 
tial in many company operations. Many 
manufacturers are only too glad to be 
listed in these because of their wide dis 
tribution. 


On the other hand, there are many 
directories printed on cheap pulp paper 
and mailed almost exclusively to those 
people who are foolish enough to pay 
to be listed. A switch on this racket 
is the one in which directory publish 
ers send you a small invoice with a 
pasted proof of a listing that looks 
amazingly like the listing in your lo 
cal phone book. Working on the 
simple premise that you will associate 
this with the telephone directory, they 
sit back and wait for your dollars 
You might complain after the direc- 
tory has been sent to you, but to no 
avail, Their pasted proof was run off 
especially for you. It did not come out 
of a phone book. This little gimmick 
helps these boys evade the law. The 
even cuter twist to this is that the di 
rectory in turn attracts a second wave 
of get-rich-quick boys. It furnishes 
them with a ready-made list of suckers. 
Solution—alert your bookkeeper, pay 
able departments, etc. to bring to your 
attention any ol these directory notices. 
A quick check with your buyers will 
ascertain if the ad would be of any 
vy alue. 

The subscription racket. A smooth 
talking gentleman usually walks into 
a large office and solicits from em 
ployees. He is a headache to manage 
ment. He interrupts the work flow 
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and if allowed to remain has the ap- 
parent approval of the employer. It 1s 
amusing how many people will give 
money to a total stranger, then com 
plain to the office manager for his lax 
ity in permitting the swindle to be 


perpetrated. If you have not guessed 


it yet, these operators are usually never 
seen again, or else the subscription is 
placed for a limited few months. Rec 
ommendation—inform al! your em 
ployees to report any such strangers 
on the premises and warn them that 
the management allows no such solici 
tation. 

The charities. On a par with the 
subscription intruders are the charity 
boys who come around on endless reg 
ular visits. They desire either cash or 
merchandise for a bazaar being held 
Letterheads are flicked 
in front of your face in an effort to 
impress you with their earnestness. 


Quite a few firms have a standing 


very shortly. 


nuisance fund just for getting them 
off the premises. Recommendation 
Inform them that all contributions are 
handled only by letter. If it is a legiti 
mate request it can easily be checked 
through local agencies. 

Whether large or small, your office 
should be protected. 

Of course, your main line of defense 
is your staff. Instructions to all ous 
supervisors and personnel have played 
an important role in keeping these 
varied activities off our premises. 
Whenever a SUSPICIOUS Person appears, 
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The fake “directory” claims its 
full share of business victimes 


the staff should be notihed to report to 
you or through someone specifically 
authorized to handle such matters. 
This party will have an inventory of 
all office machines and their mainte- 
nance contracts. He should be the one 
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And the “charities” that benefit only their sponsors 
are always with us, in the office as at home 
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Towering 


entrance is framed in black granite, offering striking contrast to red 


granite above doorway, grey terra-cottu facade 


Entrance lobby is located midway be- 
tween first two floors 


A “first” in St. Louis area achieved 


by insurance headquarters 


ACOMPLE TE innovation in the archi 
tectural field in St. Louts was dem 
onstrated by The General Insurance 
Company of America, Safeco Insurance 
Company and their afhliated com 
panies, at the recent opening of thei 
new three-story Central Division head 
quarters, at 3750 Lindell Boulevard, in 
that city. 

The spanking new building was de 
signed and built by The Austin Com 
pany, which utilized litt slab construc 


tion for the first time in the St. Louis 
area. The handsome tacade is of grey 
terracotta, backed by panels of pre 
cast concrete, and intersticed by fixed 
windows framed in aluminum sash 
which form continuous bands in the 
facade, 

Visitors to the new offices are im 
mediately impressed by the striking 
entrance which towers above the build 
ing proper, It is tramed in veined 


ebony black granite which contrasts 


with the directly 


sunset red granite 
above the recessed doorway. 
Maximum convenience for custom 
crs, Visiting agents and employes has 
been one of the principal concerns of 
the company in the construction of the 
new ofhces. Several entrances have 
been provided at the rear of the struc- 
ture for ready access to the firm’s own 
large paved parking lot. All publi 
and agency service departments are Jo 
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General Insurance Company's local service and claims departments occupy the ground floor. Windows 
are framed in aluminum sash, forming continuous bands along two sides of the building 
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Transeribing room boasts one of the first direct 


telephone-to-dictating machine installations i 
Louis area. Persons anywhere in the building can dictate direetly onto recording machines 
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Ground floor mailing department 


ee coe OR « 
SFPTEMBER 1956 


te 


pecious employee cafeteria 


Es oan ll il oe ae = - Va 
e 
x a = 4 
we SS ML ee a a St ae ee : ie ae 
\ E. 5 ae : : g ‘ 
Pe aaa“ OO - sie Pag ” | . | F ss 
an) —  & . i 
EET ts } a ——— 5 a 
: " STE — OE " Y i d ' - , . “ r © ° ) guar . 1%; 
e i was a goa ae - ' ”* aad : — ha mie 
P 4 Ae ~~ eee, Fe (i at’ ae 
; : et re i — pT s ~ ‘ | ogalh oe x t 
: - 8 — — abate me 
a om ? , Ls : r P ’ us j a * 
Ney RG 1. *: 7, * ei 
rr 2 ty 
: j 
| | aim ose bey cs sar ; a FE is 
me(ts| eat st ot eer ne ae . ‘a 
* se nies - ‘ " ? =: - f") < : — 7 ri =~ 4 “<¢ ~ . f - aon: "4 a 
a | “28 “3 - - i | + bf : gape ey bia i e mas yy > 4 a ¢ 
iii a : j ~ ; | Like 4 ae 
ee gee - r j — = a -_ $j ‘ul : wate ste 
4 i 7 | J ‘ me = —— . mee! < 
Ga 33 et 4 a TW > m 4 af 
¥ mee} | eee a¥ . ’ me . ‘ em 
Ae we “Wer ——— ld e 
> a. ! bat Ae » . Aa ; Gaels 
; r 27 j ‘ . 4 | y ! ; sal ya - bs oo — 
: A 4 Hees ~~ . , . of » ; : isl 
: ss Al : q 4 ae — at 
\ : ? -_— > . Me “ 3 *, 5 » ae . “ : at 
4 i . PO = , , 4 —— x : y 
‘ a Ls Ps 
tf, a ~~ e Sy he Fj 
ae ¢ ans bs " B : — . = - : \ ; 
‘ ? ) or ail : _— 4 
Impression of spaciousness is emphasized by partition with continuous band of windows, separating sections : 
; , —— sored Re oa ’ | é 
¢ ; Pr . _ 7 -_ ne r ee , bg i‘ 
H 1 : . ww : ‘ i 
Bigus~ a we the |p f 
c i] .em oe Ac J 7 —_ | + ‘ k 
A yo a om ‘* Le 5 ; : , , = a" :- a 7 Ss a 
an J aH. 7 = zs %  - ' Fed : —— - . Pia “ . -_ - i. — : $ } 
di - r ‘een ’ ; | . F , —4 _ ; . . . ; ( 
ee ne Aa — > | er ony | 
— 1% ee ey, : "3 ” = + 
\. 9. op ee Oo. ae ee “— be 
" ati am ie eae ; «<3 + q =* : : 
' a — ~~ : « ~s =, - 
‘ — ns iS 4 z= i 
ee " 
— 
me 
a an 


What office administrators should 


know about contracts 


Many business dealings are governed by the laws of con- 


tract; here’s a brief run-down of the types of contracts, and 


the characteristics of a valid contract 


by Earl W. Mounce and Robley D. Stevens 


Mr Mounw ia professor of law, University of Maryland: Mr. Stevens is & Washington, D. C 
management consultant 


HOW MUOH business contract law 
should an office executive know? This 
is a difficult question to answer with 
any degree of finality. However, every 
administrator should certainly keep in 
mind that business law governs his 
everyday office activities much more 
than he may realize. 

You should not attempt to be a legal 
expert, but you can familiarize your- 
self with some basic legal points. It 
takes only one mistake in office busi- 
ness dealings with others to lose 
money for your company. 

You may not realize it, but you 
probably enter into hundreds of con- 
tracts for the purchase of office equip 


ment and supplies—oral, implied or 


38 


written—during the course of a year. 
After the order is written, you have 
incurred legal liabilities. And, you 
have created certain rights for your 
self. 

You are at a disadvantage if, as an 
office manager, you do not know and 
understand your legal rights and ob 
ligations as given and imposed by 
contract law. 

Thus it is helpful for you to know 
some basic facts about office business 
contract law. You should know the 
definition of a contract, what a con 
tract involves, and when a contract 
must be in writing to be enforceable. 
Here is some practical information for 
your daily guidance. It provides some 


basic rules pertaining to office business 
contract law, as a measure of pre- 
ventive law, in an effort to help yeu 
avoid possible legal pitfalls. 

You should know that you are not 
compelled by law to enter into a par- 
ticular office business contract. If you 
should enter into such a contract, the 
rights and duties which you have 
under the contract will be derived 
from your voluntary agreement thereto. 

The court will mot make a con 
tract for you, If, however, you and 
the other party voluntarily enter into 
a legally enforceable contract, the court 
will interpret and enforce it as such. 

What, exactly, is the definition of a 
contract? The answer to that question 
is simply this: “A contract is a prom- 
ise or set of promises for the breach 
of which the law gives a remedy, or 
the performance of which the law in 
some way recognizes as a duty.” 

The contract-under-seal is the com- 
mon example of a formal contract. 
It was the first type of contract to be 
recognized and enforced by the court. 
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It had to be in writing, signed, and 
sealed. Today, however, in a number 
of states the efficacy of the seal has 
been abolished by statute. 

A contract is said to be an “express” 
contract if the parties to the contract 
expressly state the terms of the agree 
ment. In brief, the “intentions” of 
the parties to a contract and the terms 
of the agreement may be in writing 
or orally entered into. 


A contract “implied” is a contract 
inferred from the acts or conduct of 
the parties and the surrounding cir 
cumstances involved. In brief, the 
terms of the contract and the intention 
of the parties are not expressed orally 
or in writing, but the actions and 
conduct of the parties indicate an in 
tention to contract, 

You prove an “express” contract by 
introducing the written contract, or, 
if your contract was orally entered 
into, by introducing evidence to what 
the parties said. 

You prove an “implied” contract by 
introducing evidence as to the acts of 
the parties. 

An “executed” contract is one that 
has been fully and completely per 
tormed by all the parties to the con 
tract. 

An “executory” contract is one that 
has not been performed by either party, 
that is, under its terms, performance 
is to take place at some future time. 


A “bilateral” 


which the parties exchanged mutual 


contract is one in 


promises, that 15, the promises were 
reciprocal. There is an exchange of a 
promise for an act—the offeror prom 
ises an act or forebearance for an act 


on the part of the offeree. 
A “void’ 


no legal effect, that is, one the court 


contract is one that has 


will not enforce. 

4 “voidable” contract is one that 
has full legal effect as to one of the 
parties, but is not enforceable against 
the other party against his will. 

An “unenforceable” contract is one 
that meets the four requirements or 
essentials of a valid contract but, for 
some reason, may not be enforced by 
the court. 

Thus, a contract arises out of a 
voluntary agreement between the par 
ties. The obligations imposed by the 
contract are “self-imposed” since the 
parties “freely” entered into the con 
tract. 


A legal, enforceable contract con- 


sists of the following elements: 


SEPTEMBER 1956 


1. Mutual Assent. 
an offer, a communication of the offer, 


This involves 


an acceptance of the terms of the of 
fer, and, a communication of the ac 
ceptance, Sometimes the courts say 
that mutual assent means a 


And, this 


minds” must be voluntarily arrived at. 


“meeting 
of minds.” “meeting of 
That is, the bargain or agreement be 
tween you and the other party must 
not have resulted from fraud, duress, 
undue influence, or mistake. 

r# Capacity to Contract. The con 
tracting parties (you and the other per 
son) must have had a legal capacity 
to contract, If you and the other 
party have no such capacity, a contract 
will not result even though mutual as- 
SCN EXISTS, 

3. Consideration. There must be 
“legal” consideration in every agree 
ment, if a contract is to result. Every 
contract 1s an agreement, but not every 
agreement is a contract. We make many 
agreements daily. The reason for this is 
that many agreements do not create 


J 


legal obligations. For example, an 
agreement to attend an office managers’ 
convention on electronk computers with 
someone is an agreement, but it is not a 
contract. The agreement does not create 
a legal obligation. It creates only a 
social obligation. The reason why the 
agreement does not contain legal obli 
gation—and hence, a contract—is that 
it does not contain what is known as 
consideration, 

While people often think that con 
sideration means the giving or pay 
ment of money, this is not true, The 
payment ot money will constitute 
“valuable” consideration, but this is 
not the only method of giving consid 
eration. “Legal” consideration 1s found 
in the mutual promises of the parties 
if they surrender a legal right by mak- 
ing the promise, 

For illustration, A and B have an 
automobile accident and the negligence 
of A was the cause of the accident. 


} threatens to sue A. So, A says that 
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An oral, or even an implied agreement, can be legally 
binding if it meets the basic contract requirements 
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Punched cards, punched tape, forms revision 


speed insurance policy processing 


State Automobile Insurance Co. finds that combination 


of new machine developments, simple changes in forms entry 


methods increase accuracy as well as speed work— 


by George E. Toles 


INCREASED SPEED and economy 
have resulted from installation of a 
new automated data processing sys 
tem by the State Automobile Insur 
ance Association, automobile under 
writers of Indianapolis, Ind. 

Organized in 1917, the company had 
a premium volume for 1955 of approx 
imately $16,000,000, While the con- 
cern has two main offices, in Indian 
apolis and Harrisburg, Pa., centralized 
control of accounting and statistical 
functions, including premium notice 
writing, is maintained in the Indian 
apolis home office. 
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The company operates on the Amer 
ican Agency System, with policies be 
ing issued annually. However, premi 
ums are collected by the company di 
rect trom the policyholders. The com 
pany offers an annual premium, pay 
able in three installments. The first 
installment is an application fee, pay 
able by the assured at the time of ap 
plication for insurance. The remain 
ing cost is divided into two premium 
installments. 

Under the new processing system, 
installed with the assistance of Moore 
Business Forms, Inc., applications for 


insurance are received from agents and 
forwarded to the Audit Section, 

If the applications are properly com 
pleted, policy numbers are assigned 
and are forwarded to the Indexing Sec 


tion. 
Production cards key punched 


In the Indexing Section, the policy 
number and effective dates are posted 
to the index card if the application is 
a renewal, and in the case of new 
business, an index c'rd is prepared, 
The index card and stop cards are 
filed together so that the desirability 
of the risk can be determined auto- 
matically. After completion, the appli 
cations are given to a key punch oper- 
ator in the Indexing Section. 

Production cards are key punched 
on a Model 026 key punch with sufh- 
cient information and codes for pro 
duction reports. The production cards 
are used to prepare a Daily Manage 
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ment Report and also for monthly 
production statistics. These reports 
are prepared on a Model 402 account 
ing machine. After key punching, the 
applications are forwarded to the 
Underw riting Section. 

The applications are processed in 
the Underwriting Section through nor 
mal underwriting procedures, includ 


ing the checking of rates and coding. 
By-product tape created 


The applications are then forwarded 
to the Policy Typing Section. Here. 
the Declarations are typed on a Model 
S84 typewriter tape punch with se 
ective information perforated into a 
paper tape. The Declarations have 
been designed ior maximum typing 
efhciency and feature item descriptions 
on the reverse side. Another feature 
of the Declaration form js provision 
tor the typing ol endorsement num- 
ers. By using endorsement numbers. 
most endorsements that are attached to 
the policy require no typing. 

The Declaration copies are distrib 
uted as follows \ 

a. The Assured and Agent's copies 
ire attached to a policy and mailed to 
the agent. 

b. The Lienholder’s copy is mailed 
to the Lienholder where applicable. 

c. The statistical copy and paper 
tape are forwarded to the Tabulating 
Section for processing. 

d. The application, District office 
copy and Renewal Order copy are 
sent to the Record Section to be filed. 

In the Tabulating Section, the 
punched tape received with the sta 
tustical copy of the Declaration is used 
to prepare three cards on the Model 
{146 tape to card machine. The three 
cards are prepared simultaneously in 
one operation on the tape to card ma 
chine. 

These three cards are name and ad 
dress cards, collection cards and sta 
tistical cards. The name and address 
cards are used in the preparation of 
premium notices. The cards mav be 
used several times during the policy 
year for installment billing. 

The collection cards are also used in 
the preparation of premium notices 
and in addition are used to maintain 
premiums in the course of collection 
control, After being used for the 
preparation of premium notices, thes« 
cards are also used to record premium 
payments. The statistical cards are 
used for all normal accounting and 
statistical reports. 
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The pertorated tape and copies of 
the statistical Declarations are filed in 
the Tabulating Section for a period of 
two months and then destroyed. 

Among the advantages of the new 
system: 


I. The Declarations are so arranged 
as to requife only the typing ot essen 
tial information. 

2. Three tab stops permit maximum 
typing efficiency. 

3.. Increased policy typing produc 
tion has been achieved due to the elimi- 
nation of endorsement typing, 

4. All necessary punched cards ar 
prepared automatically. 

>. Key punching and verifying has 
been eliminated, 

6, All subsequent records agree with 


the or iginal Documents. 


The data processing system 
described in this article, empha- 
sizes again the realization by 
progressive companies that new 
machines and new methods tech- 
niques do not exist in a vacuum 
—that they must be combined 
and adapted to fit each com- 
pany’s particular needs. No one 
machine or “package” gives a 
company a ready-made system, 
It was the tendency on the part 
of too many concerns to try to 
incorporate «a machine or a 
system merely because it' had 
proved successful for someone 
else that caused many of the 
early disappointments in “office 


automation.” It ix good to see 
the mounting evidence that that 
approach is becoming today the 


rare exception, 


“STATE AUTOMOBNE HeSURANCE ASSOCIATION OF INDIANAPOLIS INDIANA 


RENEWAL OFDER 


STATE AUTOMOBILE INSURANCE ASSOCIATION OF INDIANAPOLIS, INDIANA 
POLICY DECLARATIONS 


“STATE AUTOMOBILE INSURANCE 


ASSOCIATION OF INDIANAPOLIS, INDIAN ® 


eric DECLARATIONS 
STATE AUTOMOBILE INSURANCI ASSOCIATION OF INDIAMAPOLIS IMD) ANA 
POLICY DECLARATIONS 


A er eee 


New 4 \ mete of 
Corereges 


*see8e 


(0 ORCL ARANORE (GOETER BIT It metuEMeD 
(ome mma 


(108 HOME OFFLE UE OMT Mer » 


Tab stop entry blanks on five part policy declaration form, endorsement 


numbers cut typing time required 


to create form and tape. 


by 
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Newly elected NMAA national officers are (1 to r.) front row, Dr. S. E. Wirt, W. L. Daniel, Don Ger- 
ighty, Richard L. Irwin. Back row: Charles H. Johnson, William Howell, Edward A. Pagni, Lester 
Hill, James A. Hunt, Peter Wilcox, and Elmer F. Judge 


NACA, NMAA, and NSA hold their 


annual conferences 


Milton Trammell, NMAA convention chairman, made welcoming address 
42 


Even the summer months have had 
their full quota of conferences this 
year. Three important ones are report- 
ed below: the national conventions of 
the National Association of Cost Ac 
countants, the National Machine -Ac- 
countants Association, and the National 
Secretaries Association. 


NACA meets in Chicago 

The traditional practice of the a 
countant, in which bookkeeping must 
be completed before financial reports 
are submitted, is now out of date, said 
Howard C. Greer, vice president of 
the Chemstrand Corp., Decatur, Ala., 
at the 37th annual international cost 
conference of the National Association 
of Cost Accountants, held in Chicago. 

“Accountants should do an about 
face on their habits and inclinations 
concerning the preparation of financial 
reports to management,” he said, “so 
that management will be more prompt 
ly informed on ‘results’ of such things 
as volume handled and profits real- 
ized.” 

Mr. Greer recommended that state- 
ments should be prepared and submit 
ted as soon as the necessary informa- 
tion can be obtained, leaving the book- 
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keeping to be completed afterwards. 
Many of the elements required ia 
computing profit, he said, can be ob 
tained relatively quickly. Sales rev- 
enues and standard cost of goods sold, 
he pointed out, can be obtained direct 
ly from the record of shipments billed. 
Financial expenses can be calculated in 
advance from journal entries recording 
expirations and accruals. Income tax 
can be calculated quickly in the course 


of preparing the statement. 


Few calculations involved 

“Only two of the basic elements in 
income determination are matters of 
involved calculations,” said Mr. Greer. 
“One of them (overhead expenses) 
usually requires reference to several 
primary sources—vouchers, payrolls, ex 
pirations, accruals, perhaps even stores 
issuances and job-order close-outs—but 
the task is usually neither involved nor 
time-consuming. The other (product 
cost variances) is a complex factor, 
evaluated only with skill and intuition, 
but notable chiefly as the single ‘prob- 
lem’ element in the entire calculation. 

“To find out what was earned last 
month, take (a) the gross margin at 
standard on sales invoiced during the 
period, less (b) the total of outlays 
made for research, administration, mar- 
keting, and financial expenses, less (c) 
the excess of actual over standard cost 
of goods produced, then adjusted for 
(d) the applicable income tax deduc- 
tion. Measure those items and you 
have the answer, whether or not the 
ledger has been posted. Add some facts 
on quantities shipped and. quantities 
manufactured, by product lines, and 
you have the story management wants 
to hear.” 

Mr. Greer declared also that speed is 
mportant in preparing condensed sum 
maries of results of operations for pres 
sentation to management. “Essential 
facts (production, shipments, stocks, 
gross revenues, net income) should be 
made available, at least in rough form, 
by the afternoon of the first working 
day,” he said. “Formal statements (in 
come statement, balance sheet—for 
both current and coming months) 
should be ready for submittal early the 
following morning.” 

On the fifth day, final statements 
(income statement, balance sheet and 
text comment for the current month 
and the year to date) should be avail 
able, and on the sixth day, detailed 
statements (revenues, costs, expenses, 
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Welcome 


NATIONAL SECRETARIES ASSOCIA 
CONVENTION ™ 


Miss Sally Osborn, NSA’s Secretary of the Year receives cup from Miss Cassandra 
Waterman, NSA’s immediate past president 


NSA workshop theme: Better Learning, Better Letters, Better Living 
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NRMC recommends— 
Standards for filing engineering drawings 


New tables show comparative costs per year, accessibility, 
record protection features and other qualities for 
differing types of filing equipment. 


IN AN effort to meet management's 


arepared by William L. Rotes, and 


cil, New York, has prepared a 36-page 


frequent requests for basic standards by special report, “Standards tor Filing edited by Muriel E. Merkel, of the 
which to evaluate the particular equip Engineering Drawings.” NRMC. 

ment best suited to the filing of blue Excerpted here from the report is a The table, as issued by NRMC, also 
prints, tracings, and other types of en- comparison table of various types of includes a section on the capacity and 


gineering or planning drawings, the standard equipment, and the effective 


space utilization of various types of 
Technical Information Service of the 


ness of eac h for use with engineering equipment. This portion 1s omitted 


National Records Management Coun drawings. The Council report was here for lack of space. 


SUMMARY COMPARISON OF EQUIPMENT 
Cost 


Protection Protection 


Purchase Per Year for Filing Against from 
Price One Drawing Accessi- Wear and Environ- 
Equipment bility Tear ment Security 


Active 


Inactive 


HORIZONTAL OR 
FLAT FILES 


1. Drawers 2%” high $300 $.061 $.046 Fairto Good Fairto Good Excellent Excellent 
2. Drawers 1” high $185 $.127 $.095 Good Fairto Good —_ Excellent Excellent 


HANGING FILES 


1. Closed metal cabinet with $150 $.021 $.016 Good Fairto Good Good Good 
hangers 

2. Open metal frame with $100 $.078 $.067 Excellent Fair Poor Poor 
hangers 

3. Open wooden racks $ 50 $.152 $115 Good Fair Poor Poor 


VERTICAL FILES 


1. Access from top, pockets $410 $.028 $.021 Good Good Excellent Good 
and compressors 


2. Filing cabinet, 3-drawer, $340 $.035 $.026 Very Good Very Good Very Good Excellent 
pockets and compressors 
3. Filing cabinet, 5-drawer, $110 $.030 $.024 Very Good Good Good Very Good 


follower-block 


ROLL FILES 


1. Closed metal cabinet, bin, $190 $.129 $.103 Fair Fairto Good Very Good Very Good 
tubes 
2. Pigeon holes $150 $.123 $.074 Fairto Good Fairto Good Fairto Good Fair to Good 
3. Open shelving, closed tubes $150 $.037 $.025 Fair Fairto Good = Excellent Good 
. Open shelving $ 50 $.069 $046 Fair Fair Poor Poor 
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“Open-Riug” 
it) Rubber Bands 


Make Angels 
of Office Workers! 


Everybody's happier using 
ARCO “Open Ring’”’ Bands 
You can handle them 
Blindfolded — with one 
hand! 


. EXTRA STRONG AND STRETCHY 
j AND TANGLE-FREE THANKS TO 


OPEN RING DESIGN. 


"They just can't Tangle” 


wn ewe 
oreneeee om 


“Vf Unavailable, Mail ) Labbe 
Coupon With Your : 

Regular Dealer's Name 
& Address, For Samples” 


band, CP 


r - 
: 2 i /- (1. » 
; Y ‘ 


ALLIANCE RUBBER CO., Hot Springs, Arkansas OM.9 


Please Send FREE Sample of ARCO OPEN-RINC 
STATIONERY BANDS 


Ee Ee Attention 


Address _... City 


“STRETCHY” | My Stationery Dealer Is: . 
The ARCO Band-Man Address... nonsense BY 


~~ CHICAGO, ILLINOIS — “ 
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N Ow eee H ° ri MM Associations— 


TR-30 Torch-Resistant 
MONEY SAFES 


offer 
V4 extra protection 
A against 


the most effective | 
burglary tool | 


(From page 43) 


assets, liabilities, equities, and text com- 


ment for the current month and year 
to date) should be completed. 


“The secret lies in organization, 


| " 
training, advance preparation, alert- 
° ”” 
| ness, vigor and common sense,’ he 


concluded. “Strip out the non-essen 


tials, and prompt income determination 


| becomes a practical if not a simple 


achievement.” 

He added that accountants must a 
cept the obligation of doing the report- 
ing first and the bookkeeping later, 


that they should become purveyors o! 


| vital information, rather than merely 


fT * = ak “ | 
OW DISPLAY 


eat 


a  @ eae ca 
 ws0eA en 


They're Underwriters’ Laboratories tested and certified resistive to burglari- 
ous torch attack! Herring-Hall-Marvin TR-30 Series Money Safes have a 
special torch-resisting plate set into the heavy steel door that adds greater 
protection. 


In addition, CHI-TEN, a newly developed drill-resistive material affording 
greater drill-resistance than any material previously known, is used for 
protection of the door as well as other vital points within the safe. Safes also 
bear Underwriters’ Relocking Device Label. 


The TR-30 Label qualifies them as Class ‘‘F’’ Mercantile Safes as listed | 
in the Burglary Insurance Manual of National Bureau of Casualty Under- 
writers. This feature reduces burglary insurance rates as much as 73%. 


See the TR-30 Money Safe and other H-H-M Safekeeping Equipment at 
the NSOEA Convention in Chicago, or write today for a catalogue and prices. | 
| 

wh " 


HERRING + HALL+ MARVIN SAFE CO. 2 % 


Hamilton, Ohio eS a 
Branches in: New York, Chicago, Baston, Detroit, San Francisco, St. Louis, Dallas, -, rx 
Atlanta, Philadelphia, Minneapolis, Washington, Houston, Denver, Kansas City ine 
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| custodians of records and out-of-date 


events. 


The NACA conference, held at Chi- 
cago’s Conrad Hilton Hotel, was at 
tended by more than 2,500 delegates. 
The program consisted of three days 
of lectures and group discussions on ? 
variety of accounting subjects. There 
was, in addition, an exhibit of recent 
office machines and systems, displayed 
by prominent manufacturers of such 
equipment. 


Job improvement forecast 


The best chance the office worker has 
for increasing his pay lies in the elec 
tronic automation of office jobs, said 
Richard Dotts, assistant vice president, 
Pacific Mutual Life Insurance Co., Los 
Angeles, at the recent annual conven 
tion of the National Machine Accoun 
tants Association at Houston’s Sham- 


rock Hilton Hotel. 


Said Mr. Dotts, “The new electronic 
era in office work will eliminate monot 
onous repetitious jobs and offer higher 
paid opportunities for the people who 
‘program’ the electronic data processing 
equipment. 

“Many economists believe office 
workers have lagged behind factory 
workers in take home pay because pro- 
ductivity per worker has gone up more 
in the factory than in the office through 


increased use of machines,” he de- 


clared. “Electronic data processing is 
the next step after the punch card 
‘revolution’ in increasing per capita 
productivity for office workers.” 

Mr. Dotts also stated that no em- 
ployees need to become surplus in this 
period of expansion. “Automation,” he 
said, “means plenty of jobs, but they 
will be better, higher paid jobs. The 
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This office chair 
passes floor test 


Quick way to judge an office chair is to glance at the 
floor around it. 

Is the rug ruffled, discolored, or deeply lined? Is the 
floor marked, gouged, disfigured? If so that chair isn’t 
riding on Bassick casters — because Bassick’s first job 
is protecting floors. 

The General Fireproofing Company's handsome alu- 
minum chair, above, is equipped with smooth-rolling 
easy-swivelling Bassick Diamond Arrow casters. Look 
at the clean unmarred floor around it. That's how 
Bassick casters keep floors looking. 

Next time you order furniture for Colorbrite 
your office specify Bassick-equipped 
chairs. But don’t wait till then. Put 
Bassick Diamond Arrow casters on 
your present office chairs and furniture 
THE BASSICK COMPANY, ; strong and smooth—take and 
Bridgeport 2, Conn. In Can- hold really sharp points, 26 
ada: Belleville, Ont. . High-Visibility colors. 


writes in vivid, intense color 


with little pressure. Leads are 


Hard composition or soft rubber 
weed is available on Bassick » NEW! Red and Blue colors are now 


double ball bearing Diamond we tas made in 3 — of — 
Arrow casters. Construction to 


fit any chair leg. Since 1849 


EBERHARD FABER 


puts ds quobity im. whiting 
NEW YORK - aor. 


Teor ovt this advertisement — write in on 
MAKING MORT KUNDS OF CASTERS MAKING CASTERS GO MORE your company letterhead for a free sample 


Tr at whe Neg, | 
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“Correlation” 
gives you extra 
working space, just - 
as you need it. 


. 
. a? 
.* 


This space-saver 
may be perfect for you now... 


——— 


... but when you need 


more work area, you 


can add to it in minutes .. . 


... and if you need more 
cabinet and shelf space, you can 
quickly convert to this arrangement. 


MAGINE a desk that actually keeps pace with your growing needs 

for office work space! That's ‘‘Correlation’’ by Steel Age, the ex- 
citing new desk line that eliminates the expense of a completely 
new investment each time you need additional desk space. 

In a matter of minutes you can add correlated pedestals, tops, 
book shelf units or cabinet units to basic desks. And you can 
establish dozens of types and sizes of work stations which will save 
floor space and increase employee efficiency. 

Correlation offers you the most advanced design innovation in 
the history of fine office furniture creation by Steel Age, yet these 
new-concept desks actually cost less than most conventional desks. 
Want more information? Mail the coupon below for a copy of the 
full-color, descriptive brochure and see your Steel Age dealer soon 
for an actual demonstration. 


; Corry Jamestown ; 

e ¢ f + Mfg. Corp . 

* Dept. C-2, Corry, Pa a 

— ; Please send me a free copy of your “Correlation” : 

4 Desk Brochure. . 

"The oy Choice ° ° 
of Modern Offices” * Name - . 
Branch Offices: : Company ie 
Atlanta + Boston + Chicago < Street oo 
Dallas + Detroit» NewYork + city —_ Stote sate, 
GOONS © Tee Res do cccecctvcedevsecsscccvccseesceces 
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machine accountant, who is the im 
portant man in the punch card era, 
has the inside track on the best jobs 
wh ch will be created by the installa 
tion of electronic data processing sy 
tems. 

‘As more and more companies instal 
problem wil! 
be to find enough automation minded 


elec tronic ¢ quipment, the 


people to fill these important new jobs. 

Mr. Dotts was one of a number ot 
well-known speakers who addressed the 
machine accountants during the three 
day program. A considerable numbe; 
of the lecture and seminar topics were 
concerned with various phases of elec 
tronics and punched card systems in 
the ofhc Cc, and several sessions were de 
voted to technical dicussions of specifi 
types of equipment. 

During the course of the convention, 
NMAA elected the following officers 
for 1956/57: President, Don Gerighty, 
\croquip Corp., Jackson, Mich. Execu 
tive vice president, W. L. Daniel, Rich 
mond-Petersburg Turnpike Authority, 
Richmond, Va. Vice presidents: James 
Hunt, Kansas City, Mo.; Peter Wilcox, 
Austin, Texas; Edward A. Pagni, Chi- 
cago; Elmer F. Judge, Wichita, Kans.; 
Lester Hill, San Diego, Calif.; and Wil 
liam Howell, Pittsburgh. Treasurer, 
Dr. S. Edgar Wirt, Purdue University, 
Latayette, Ind. 

NMAA will hold its 1957 convention 


in Chic ago. 


Women’s opportunities improving 


Four factors that help women to 
achieve increased status in the world 
of business were cited by Mrs. Alice K 
Leopold, Assistant to the Secretary of 
Labor for Women’s Affairs, in her key 
note address to the recent convention 
of the National Secretaries Association 
(International), in Detroit. 

These factors, she said are (1) the 
basic preparation they bring to their 
jobs, (2) the knowledge they acquire 
on the job, (3) their willingness to 
take additional training when there is 
shown to be a need for it, and (4) 
their ability to work cooperatively and 
effectively with those individuals with 
whom they are associated, 

Mrs. Leopold also expressed the be- 
lief that there has been no previous time 
in history in which qualified young 
women had greater opportunities for 
achievement in business, Current pros 
perity is a factor in this condition, she 
said, and so are new developments in 
business, industry, and government. 


Ir addition, she pointed out, there is a 
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How does a surgeon know which tool to use? 


RAINING LAYS the foundation of his knowledge. 
Practice solidifies it. Guidance from older surgeons 
perfects it. 

So, the selection of the right tool is sure when the 
surgeon enters the human body toremedy a condition. 

The Roytype Representative also has many tools 
at his disposal. He is trained in their use. He has had 
great practice in how to apply them. The home office 
gives him seasoned guidance. 

Is it a question of inked ribbon? Of carbon paper ? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 

in fact the Roytype Representative is a trained 
expert ... a member of an organization which is part 
of the largest typewriter manufacturer in the world 

Royal Typewriter Company. 


He will give you sound advice to help you get out 
the best work at the lowest cost, 


2 Roytype ' qualily supplies 
for all business machines 
Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporati 
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growing recognition of the variety and 
importance of the skills that are avail 
able from women workers. 

The theme of this year’s convention 
was “To Open More Doors.” The pro 
gram included an address by Dr. Irene 
Place, of the University of Michigan, 
who spoke at the dinner in honor of 
Certihed Professional Secretaries, a 
“Three B’s Workshop,” consisting of 
panel discussions of “Better Learning,” 
“Better Letters,” and “Better Living,” 
and the selection of the Secretary of the 
Year for 1956. 


Speakers at the workshop included 


far, in the big office market. 


Reasons / 
serving this field . . 


* Subject to “ 
ABC. audit fon. 


212 Fifth Avenue 


The dramatic circulation growth 
of Office Management is a reflection of its 


UNIQUE 
EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C, paid circulation by 


Its far-ahead-of-the-pack leadership in 
. its initiative in spearheading 
office automation, its “Tools 
of the Office’ features 

its case histories . . 
sorship of the “Office of the 
Year” Awards. . 
dinating YEARBOOK issue 
... have won for it the loyalty 
and confidence of Amer’ can 
management executives con- 
cerned with office administra- 
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The Magazine for Management Executives 


New York 10, N. Y. 


A GEYER-McALLISTER PUBLICATION 


Mrs. Mary 
Charm; James Bolger, editor, Business 
Education World; Miss Mary E. Con 


nelly, associate professor of business ed 


Roche, managing editor, 


ucation and secretarial studies, Boston 
University College of Business Admin 
istration; W. Homer Jennings, Interna 
tional Business Machines Corp., De- 
troit; Miss Sally Clarke, editor, Today's 
Secretary; Mrs. Marie M. Stewart, head 
of the business department, Stonington, 
Conn., High School; Roy W. Poe, edi 
tor in chief, Gregg Publishing Div., 
McGraw-Hill Book Co., Inc.; Miss 
Karon Kehoe, Jobs Editor, Charm; and 


. its spon- 


its coor- 


Mrs. Charlotte Adams, Housekeeping 
Editor, Charm. 

The 1956 Secretary of the Year, 
chosen by three judges from among a 
number of candidates at a contest on 
the first full day of the convention, is 
Miss Sally Osborn, secretary to George 
S. Richardson, senior partner, Richard 
Pitts 
The second place winner is 
Miss Yvonne Lovely, of Oak Ridge, 
Tenn.; and third place honors went to 
Mrs. Vervyl Sumrall, of Long Beach, 
Calif. All three are holders of the Cer 
tified Secretary rating, 
which is achieved through extensive 


son, Gordon & Associates, of 


burgh. 


Professional 


training and qualifying examinations 
sponsored by the NSA. 

The Association also elected a new 
president for 1956/57. Succeeding Miss 
Cassandra Waterman is Miss Martha 
Rosamond, of Spokane, Wash. Miss 
Rosamond is secretary-manager of the 
Spokane Advertising Office of the 
Times Publishing Co. 


Personnel director study 


issued by AMA 


The American Management Associ 
ation reports in a recent issue of Per 
sonnel, one of its publications, that the 
average personnel or industrial rela- 
tions director receives a salary that is 
roughly 30 per cent that paid to the 
president of his company. The range 
runs from five to 99 per cent, but the 
middle half of the group surveyed 
showed a range from 24 to 43 per cent 
In addition, nearly half of all industrial 
relations staff directors receive an an 
nual cash bonus. 

AMA also reported that the number 
ot persons employed in personnel work 
decreased slightly, percentagewise, in 
1956 as compared to 1955. Last year, 
there was one personnel worker for 
each 131 employees in the reporting 
companies; in 1956 the figure was one 
for each 125. 

The average (median) salary report 
ed in 1956 for individuals in charge ot 
personnel and labor relations was $9,- 
520. This figure is slightly higher than 
the $9,393 of 1955. In 1954 the corres 
ponding figure was $8,631. According 
to the report, the median salary in 1956 
is about 40 per cent higher than it was 
in 1948. Supplementary compensation 
was received by nearly 80 per cent ol 
the respondents; this averaged about 
$2,200. 


The survey was conducted by Dale 
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B.C. Allen ..----.--- 
ay i gna sel 


You'd Expect a VisOmatic Typewriter to Cost More... yet, with all its 
exclusive features for speed, accuracy and efficiency, this fine machine actually 
costs less than many standard makes. The R. C. Allen practice of giving the 
utmost in quality, performance and value—at a practical price—is why the 
VisOmatic is becoming more and more the first choice of business men and 
women everywhere. Ask your R. C. Allen dealer for an office demonstration—or 


write us for full information about ‘‘the world's most advanced typewriters.” 


R.C.Allen Business Machines, Inc. 


686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES + SAFES: FILES - BOOKKEEPING MACHINES 
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Yoder and Robert J. Nelson, of the 


Industria] Relations Center, University 
of Minnesota. 


Correct seating promoted 
by new institute 

The Corvect Seating Institute, receni 
ly founded, will devote itself to the 
cause of correct seating, according to a 
recent announcement from its head 
quarters at 412 Laurel St., Reading, Pa. 

A statement from the organization 
says, “The Institute is dedicated to the 
development and standardization of 


scientific seating equipment that will 
provide the least amount of fatigue to 
the individual. It functions as a na- 
tional and international coordinating 
center for information, advice and edu- 
cation pertaining to correct seating for 
manufacturers of furniture and for the 
public.” 

Its specific purposes include the fo! 
lowing: 

“To educate the industrial and gen- 
eral public regarding seating—for efh 
ciency—at work—at play—at home 
for decrease of tension and fatigue 


WHEN THE ULTIMATE IN 


“SEEING COMFORT” IS YOUR STANDARD- 


there is only one choice... 


Designed for the personal seeing 
needs of the busy executive — dra- 
matically styled for contemporary 
office living. Sight Light is your as- 


surance of the finest in desk lighting. 
a ’ 
oe ' 


Underwriters’ Laboratories 


SIGHT LIGHT M. G. WHEELER CO., Inc., 


Greenwich, Conn. 


Approved 
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correctly designed for comfort. 

“To develop scientific devices for 
measuring correct fit of seating equip- 
ment and to establish necessary stand- 
ards. 

“To establish standard categories for 
sizes for al] seating equipment. 

“To design scientific seating equip- 
ment tor manutacturers. 

“To collect and disseminate informa- 
tion pertaining to more efficient use of 
the human body.” 

The director of the new institute is 
Alma C. Kelly, Ph.D. The executive 
secretary is Katherine Rahl. Members 
include prominent consultants from the 
fields of medicine, public health, physi- 
cal education, and related areas. 


NSA sponsors liberal arts 
program for secretaries 
A new experimental program in the 
liberal arts, designed for secretaries, 
was undertaken last month at the Vas- 
sar Institute for Women in Business, 
Vassar College, Poughkeepsie, N. Y., 
under the sponsorship of The National 
Secretaries Association (International). 
Thirty selected from 
among the 772 Certified Professional 


secretaries, 


Secretaries in this country, made up 
the student body. The purpose of the 
program, which was of a pilot nature, 
was to provide the participants with 
“a program of liberal arts studies which 
will broaden their intellectual horizons 
and contribute to their development as 
individuals and members of the busi 
ness world.” 


Employers paid expenses 


Employers of the participating sec- 
retaries cooperated by allowing them to 
attend the Institute on company time, 
while paying their salaries, transporta- 
tion, room, and board. The program 
began on August 5 and ended August 
19. 

Among the prominent individuals 
who worked with the group were Mrs. 
Eleanor Roosevelt, who led a discus 
sion of problems in today’s world; 
painter Irving Kriesberg; composer 
Aaron Copland, who was visited a: 
the Berkshire Music Festival; chore 
ographer George Balanchine; former 
Hungarian diplomat Ivan Nagy (now 
professor of political science at Oregon 
University); author Lewis Mumford; 
folk singer Pete Seeger; and former 
mayor of Middletown, Conn., Stephen 
K. Bailey, now professor ot politicat 


science, Princeton University. 
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“Saved 400 pages 
of typing in | week 


with a Kodak Verifax Copier” 


The advantages of the 

completely different Verifax 

Copier are reviewed by 

Ruth E. Cormican, secretary to two 
vice-presidents at Bryant & Detweiler Co., 
Detroit, leading building construction firm, 


& 


= 
Av 


tye ae 


Ruth E.. Cormican, 
Bryant & Detweiler Co. 


“All-day retyping jobs now done in 15 minutes” 
Takes just | minute to make 5 Verifax copies of 
a letter, bulletin, or other office record which 
formerly had to be retyped. 

In 15 minutes—or less 


the daily output of 
a Skilled typist is matched. 


“Verifax copies are photo-exact” 
Never a retyping mistake or omission 
written in either pencil or pen 


Data 
and spirit 
duplicator copies — are faithfully reproduced 
with the Verifax Copier. 


“Communications speeded” 
Changes of specifications, often running from 
five to thirty pages, are passed on to sub- 


Mail coupon for new free 
booklet full of valuable 
tips for boss and secretary. 
Reveals the 101 short cuts 
which Verifax Copying has 
brought to thousands of 
offices shows how the 

cost of a Kodak Verifax Copier 
as low as $148 —is usually saved 
the very first month. 


Name 
Company 
Street 
City 


Prices quoted are subject to change without notice 
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EASTMAN KODAK COMPANY 
Rochester 4, N. Y 


Gentlemen: Please send free copy of “New Time Saver 
New Idea for Every Office 


For More Information From Advertisers Use Readers 


contractors without costly retyping delays. 

Verifax copies of an incoming report or small 
drawing are routed simultaneously to all con 
cerned —to customer, accounting department, 
drafting room, general superintendent. And 
Verifax copies quickly make up the difference 
when a subcontractor doesn't send enough 
copies of a proposal 


“$240 Verifax Copier quickly paid for itself” 
To figure out how quickly a Kodak Verifax 


Copier will save its cost in your own company, 
simply do this: 


Compare the cost of retyping a page with the 
cost of making Verifax copies—you get 5 in 1 
minute for just 2%¢ each 


Business Photo Methods Division 
72.9 


Position 
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A Portable photocopier 
This Exact-Fax unit is designed to 
make up to seven copies, one- or two 
sided, from one negative, on white or 
colored papers. It is made in the U., S. 
by General Photo Products Co., Gen- 
eral Photo Bldg., Chatham, N. J. 


(A-1) 


q Communication stand 

Thomas A. Edison, Inc., West Orange, 
N. J., has announced its new Communi- 
cation Stand, of steel, wired for use with 
such equipment as Edison’s Voicewriter 
dictating equipment. 


It is priced at 
$95.90, plus tax. 


(A-2) 


q For visible records 

Self-adhesive Tabulabels simplify desig 
nation changes on visible record cards. 
Space is provided for both old and new 
designations. Labels, on pin-fed back 
ing sheet, can pass through tabulators. 
Avery Adhesive Label Corp., Monrovia, 


Calif. (A-3) 


New 
for the office 


4 Color code controls 
‘| he Vertical 


Board, newly offered by Lansdale Prod 


Planomatic Control 
ucts Corp., Box 568, Lansdale, Pa,, fea 
tures rotating disks carrying a number 
of different colors which can be used 


(A-4) 


for control purposes. 


> Gift-boxed dictionary 
For gift purposes, Random House, Inc., 
457 Madison Ave., New York 22, has 
boxed its American College Dictionary 
in a gold box with an acetate lid. The 


dictionary is bound in red Fabrikoid, 


and is priced at $7.50. (A-5) 


If further information is desired, use Reader Inquiry Card on page 106 


A Quick-change ribbon 


The two plastic containers in which 
this Twin Pak typewriter ribbon 1s 
wound make it possible to change it 
quickly without touching the ribbon 
itself. The ribbon drops into guide 
slots. This is a feature of new portables 
made by Royal Typewriter Co., Inc., 


2 Park Ave., New York. (A-6) 


VY Air conditioner 
This Dual Conditioner is designed for 
mounting on the ceiling. It uses exist- 
ing piping to heat, cool, and ventilate. 
Circle-Air Industries, 244 
St., Brooklyn 16, N. Y. 


Herkimer 


(A-7) 
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Vv Photocopier 

The Apeco Panel-Lite Copier can copy 
pages trom bound material. It can be 
used with the Apeco Autostat and 
other processing equipment. American 
Photocopy Equipment Co., 1920 W. 
Peterson Ave., Chicago 26. (B-1) 


A Card signals 

The Graf-Lok steel signal is made for 
use with filing cards slotted to receive 
them. The method of attachment is 
designed to prevent accidental removal. 
George B. Graff Co., 54 Washburn 
Ave., Cambridge 40, Mass. (B-2) 


A Systems duplicator 

The Azograph duplicating process, 
which uses masters that are clean to 
handle, has now been adapted for sys 
tems duplicating for the production 
of related business records. This Model 
225 is one of two new electric systems 
machines made by A. B. Dick Co., 
5700 W. Touhy Ave., Chicago. (B-3) 


A Portable fire alarm 

The Fire-Spy is a small fire alarm that 
can be plugged into any standard AC 
outlet. It draws no current except 
when signaling—which it does when 
Laramie 
Chemical Corp., 290 Main St., Stam 


ford, Conn. Price, $6.95. (B-4) 


temperatures reach 140°, 


q Duplicator cabinet 

This single-door Duplicator Cabinet is 
a new product of Mim-E) Stencil 
Files Co., 886 N. Milwaukee Ave.. Chi 


cago 22. The door has A nocket tor file 


; (B-5) 


wrappers. Shelf pulls out. 


A Louver-diffuser 

The CurtiCell is a one-unit plastic en- 
closure for lighting fixtures. It has a 
molded cellular louver bottom and a 
flat top diffusing panel, and is designed 
to distribute light evenly and softly. 
Curtis Lighting, Inc., 6135 W. 65 St. 


Chicago 38, (B-6) 


V Lantern slides by Xerox 

The xerographic copying process is 
now being employed to produce trans 
Material 
is copied in a xerographic camera, pref 


lens, and 


parencies for lantern slides. 


erably with a supplementary 
the finished transparency is available in 
three minutes. The Haloid Co., Roch 


ester 3, a (B-7) 


A Salesman’s.aid 
The Sales Monitor 


' , , , 
pocket loose-leaf cal! book for salesmen. 


a newly designed 


Closed, it measure » by 7% by 


% in. It is made of brown viny! plas 
430% Mil 
waukee Ave., Chicago 41. (B-8) 


tic. Oclrich Publications, 


If further information is desired, use Reader Inquiry Card on page 106 
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A New partition line 

The new Hauserman Divider Wall 
partitions feature snap-in panels, easily 
set leveling devices on the legs, chan- 
nels for concealed wiring, and pre 
ision = construction, using stee] and 
They are made by The EF. F. 
Hauserman Co., 6800 Grant Ave., 


Cleveland 5, (C-1) 
r Machine stand 


The top ol this No. 1795-L business 


machine stand is covered with Lamidal! 


glass. 


plastic, available in a variety of colors, 


including grained finishes. 


of heavy gauge steel, 


The stand, 
is made by Maso 
Steel Products, Inc., 53 W. Jackson 


Blvd., Chicago } (C-2) 
> Filing platform 


As an aid to filing in five-drawer cab) 
nets, Cramer Posture Chair Co., Inc.. 
1205 Charlotte, Kansas City 6, has in 
troduced this Mode] SS10 filing plat 
form. It has anchor-cup Safety Domes 
to grip the floor; on removal of weight, 
ball bearing casters allow it to be 


(C-3) 


moved easily. 


> Label dispenser 
This Multimatic 
dispenser for pressure sensitive labels is 
a product of Archer Label Co., 783 
Kohler St., Los Angeles 21. 


ments include a heavier motor, simpli- 


Model 5 automatic 


Improve- 


hed construction, sturdier trip mec han 


(C-4) 


ism, easier loading 
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Vv New wrap rack 

The Ninette is a new addition to the 
line of Wrap and Wrap Check Racks 
made by the Borroughs Mfg. Co., 3002 
N. Burdick St., Mich. 


Ihe rack accommodates nine coats and 


Kalamazoo, 


nine hats. This is an intermediate size 
designed to be of value in offices where 
6-coat racks are too small and 12-coat 


(C-5) 


racks too large ° 


4 Office furniture line 

Ihe furniture for this office was as- 
sembled from the extensive line of tur- 
niture made by the Stow & Davis Fur 
niture Co., of Grand Rapids, Mich., 
makers of custom and semi-custom 
furniture. The upholstered pieces used 
here have curled hair upholstery filer 
made by Blocksom & Co. Top-grade 
upholstery is used. This furniture ar 
rangement was designed to create an 
atmosphere of dignity in a relatively 


(C-6) 


small office. 


If further information is desired, use Reader Inquiry Card on page 106 
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A Monthly Feature 


Tools of the Office 


Addressing and Mailroom Equipment 


by Robert Beeman 


On this page are shown examples of different types of addressing equipment, 
indicating the wide variety now on the market. The two pictures at the extreme 
top right, are of «mall machines using, respectively, the «pirit duplicating prin- 
ciple, and a process by which impressions are transferred from metal or plastic 
plates. The two manual models at the top of these columns use, respectively, 
metal plates printing through a ribbon, and a process of transfer from a «spirit 
master. Below these are adaptations to addressing purposes, first, of the spirit 
process, and, second, of the stencil process. The two bottom pictures represent 
elaborate new developments. At the left is a new model using the xcrographic 
principle for high-speed addressing. At the right is an address label printer 
which is part of an electronic data processing system. (Pictures by courtesy of 
Heyer, Dashew, Nettle, Master Addresser, S&M. Weber, IBM and Addressograph- 
Multigraph.) 
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THE OPERATIONS of the mailroom 
ire essentially of a physical nature 
hey fall into such categories as open 
ing and sealing mail, folding, insert 
ny, printing postaye or athxing stamps, 
stacking, and shipping outgoing mail 
to the post office. Such functions as 
calculation, posting, interpretation of 
analysis are not 


data, and statistical 


its business. 


Since the mailroom deals primarily 
with operations that involve physical 
motions, attempts to improve its eth 
ciency are limited largely to mechan 
ical improvements, as opposed to the 
clectronn 


nethods available tor high 


speed data handling. Physical layout 
and organization are important, but, 
granted these, increases in the speed 
of mail handling come largely trom in 
reases in mechanization Specifically, 
such increases arise trom mechanizing 
operations that were formerly handled 
nanually, and from increasing the op 


crating speed of machines and the 


means of “feeding” the machines. 


Ne ertheles 
effects 


it Litne ; 


iutomation has had its 
on the mailroom The tamiliar 
bill in the form of a 
sample. As 


i result of wtroducing punched card 


OM pany 


pun hed post ard $s an ¢ 


ms in the billing department ol 


tive ompany, produced im a 


mm which require insertion 


into an n I he nailroom 


thus spared crting operation, 


and, im many “Ss i olding Opera 


tion Moreover, it cluminates the pra 


tice ot enclosing additional materia! 
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A recent development is thi, Addresso- 
graph machine which prints complete 
letters, together with letterhead and 
signature, simultaneously with the 
printing of name and address. 


This Cheshire machine is equipped to 

apply gummed address labels to mail- 

ing pieces and at the same time to 
affix standard postage stamps. 


with bills; thus, secondary folding and 
inserting functions are also dispensed 
with. 

Such a practice also eliminates ad 
dressing of envelopes, unless the com 
pany has already been using window 
envelopx s. It may be added, of course, 
that window envelopes—where envel 
opes are a necessity—offer not only the 
opportunity to reduce addressing oper 
ations, but eliminate the possibility of 
getting material into the wrong envel 
ope ‘. 

Addressing can often be accom 
plished as the direct result of automa 
tion. There are machines which take 
names and addresses from punched 
cards, punched tapes, and even mag 
netic tapes, printing the addresses 
automatically, There are others which 
scan printed names and addresses by 
the lacsunile method, to produce ad- 
dress labels—and sometimes to print 
directly on envelopes—as a by product 
of, or in conjunction with, some other 
automatic operation. Shipping tags 
can be produced similarly. In addi 
tion, spirit duplication and similar 
methods can be used to «prepare the 
necessary accounting records for a 
#iven transaction and at the same time 
to create the required shipping tags 
and labels. Graphotypes for the em- 
bossing of metal address plates can be 
operated by punched tapes, as well as 
by traditional hand methods. 

Thus, in many ways, certain types 


of mail handling functions have been 
taken up into automatic systems. In 
most cases, it has been the addressing 
that has been automated. Yet by the 
same means it has often happened also 
that folding and inserting operations 
have also been reduced. Many such 
possibilities are indicated in the manu 
facturer’s list which follows. 

It would not be possible to list here 
all types of equipment that conceivably 
could be used in mail handling. Ad- 
dressing equipment is included, al 
though it may often be used anywhere 
but in the mailroom, because it is re 
lated in its basic purposes to mail han 
dling. It will be seen that addressing 
equipment may make use of metal 
plates, stencils, spirit masters, special 
transter process masters, printed intor- 
mation on punched cards and other 
cards, and other filable or permanent 
records media. 

The list also includes manufacturers 
of the following types of equipment: 

(1) Collators, which assemble com- 
plete sets of papers in proper page se 
quence from stacks of individual pages. 
Many varieties are on the market, dif 
lering in many ways. Pages may be 
stored in bins, in pockets in a rotating 
drum, and in stations of various de 
signs where they can be picked up 
Manual, 
loot-operated, and powered models are 
offered. Some models ha 


tional features as stite hing, folding, and 


by suction or friction feeds. 
such addi 


stacking equipment Many have salety 
devices to prevent improper feeding. 

(2) Folding equipment ind insert 
iIngy equipment Most folding equip 
ment will make a variety of standard 
folds, which can be selected by making 
simple adjustments. Some models of 
inserting equipment can make simple 
insertions of one item into an envel- 
ope, while others can gather a number 
of enclosures and insert all of them. 
\ few models Incorpor: inserting fa 
cilities with postage printing and stack 
ing facilittes to produce finished mail. 

(3) Letter opening machines. Most 
of these are quite simple, operating by 
trimming off a very narrow strip from 
the edge of the envelope. Simple man- 
ual models are offered, as well as more 
complicated versions which perform au 
tomatic feeding and stacking of mail 
in addition to opening it. 

(4) Postage metering machines. 
Postage can be printed directly onto 
envelopes or onto gummed Strips or 
postal labels for afhxing to mailing 
pieces, including parce! post. Inas 


much as printed postage has the same 
legal value as postage stamps, issuance 
of postage is strictly controlled by Gov 
ernmental regulations. The metering 
mechanism is kept locked. The meter 
is taken to the post office, where a 
given amount of postage is paid for 
and its value set into the machine. 
This amount, like a sum in a bank, 
is used up by deducting from the bal 
ance each amount printed. Metering 
machines print additional information 
at the time of printing postage. This 
includes the dated postmark, and, if 
desired, a postmark advertisement. 
Postage metering facilities may be in 
cluded in a large mailing machine 
which performs such other mailing 
functions as gathering and inserting 
enclosures, and stacking the finished 
mail. 

(5) Postage stamp affixing machines. 
Most such machines are small and are 
meant to apply standard postage stamps 
in operations which are relatively smal! 
and do not require postage metering. 
In some cases, however, stamp affixing 
facilities may be included in large ma- 
chines designed to affix address labels 
to mailing pieces. 

(6) Postal scales. Scales vary in de 
sign, capacity, and of course, degree otf 
accuracy. While the matter of accu 
racy 1s most important in determining 
the usefulness of the instrument, the 
clarity and legibility of the indicator 
are important in makir 


quick read 


ig 


Ings. 


’ 
5 
( 


7) Mailroom furniture and miscel 
laneous equipment. This group in 
cludes stands, tables. sorting racks, 
sorting bins, mailbag holders, mail 
bags, gummed tape dispensers, and 
other equipment. Sorting devices other 
than bins and racks have been listed 
in some cases where the manutacturers 
have considered their products suitabl 
for mailroom use. Not all sorting de 
vices are included, however, since cer 
tain quite similar equipment has been 
designed by its makers tor other than 
mailroom applications, The miscel 
laneous category 1s by no means to be 


considered as all-inclusive. owing to 


Next Month: 


Intercommunicating 
equipment 

Dictating and 
transcribing equipment 
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the wide variety of equipment whic! 
might be used in the mailroom. How 
ever, the list is believed to include the 
major manutacturers of products com 


monly employed in mail handling. 


The Manufacturers 


Addressing Equipment 


1.M.F. Systems, Inc., 
Blud., Chicago. 
not available at press time. 

iddressograph -Multigraph  Corp., 
1200 Babbitt Rd.. Cleveland 17. Ad 


dressograph’s line ranges widely both in 


3026 Franklin 


Current intormation 


the size of models and in the variety 
of address-printing processes used. In 
addition, the addressing feature is often 
combined with other facilities. such as 
printing of letters, automatic selection 
of names trom a master list, etc. A 

" f 


nhumper Ol machines use embossed 


metal plates. Small manual machines 


t 


11 
are available, as are larger and more 


complex models. Addressograph Ele« 
tronic Printers employ the facsimile 
method to copy (by means of a scan 
ning process using a photoelectric cell) 
addresses from such sources as punched 
cards, which may be sorted and _ se- 
lected in accordance with = standard 
A new model, 
the Addressograph Model 1938 Letter 


Writer, produces complete letters, in 


punched card methods. 


cluding letterhead, individual address, 
text, and signature, and can print and 
identify a reply card automatically, at 
a cost quoted by the company at less 


than one cent each. In addressing the 


envelope it can print return a Idress 
| 
i 


and posta indicia simultaneously. It 
has automatic selection features also. It 
is designed to print, head-up, and date 
business forms and statements, and can 
perform other functions as well. <A 
new electron data processing system, 
offered jointly by Addressograph and 
Eastman Kodak Co., uses a master 
file of punched cards. The informa 
tion in the cards is read and converted 
nto magnets tape, which is used t 
ictuate a printer which can print four 
line addresses at speeds to 45,000 an 
hour. Provision is made for automat! 
selection. A transfer master tape can 
produced simultaneously. Also 
| are Transfer Printers, print 


Irom tape masters by means ot a 


cial transfer process. A wide variety 


j 

accessory equipment permits auto 
nati feed ny ol envelopes, folders, 
booklets, broadsides. and the like. Per 
forating, numbering, dating, and other 


functions can also be performed. Price 
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range, $15 to $100,000, 
tlden Systems Co., Alden Research 
Center, Westboro, Mass. Current in 
formation not available at press time. 
Cheshire Mailing Machines, Inc., 
1644 N. Honore St., Chicago 22. Ma- 
chines to apply address labels and 
(See listing 
iffixing Ma 


stamps to mailing pieces 
under Postage Stamp 
chines.) 

Dashew Business Machines, Inc 
5886 Smiley Drive, Culver City, Calif. 
Line of Datawriters, taking impres 
sions directly from metal or plastic 
plates which may be attached to cards, 
boxes, bins, or parts. Datawriter 18 
is pocket-size portable model. , Data 
writer 19 can make impressions on 
single or carbon set forms, can be used 
with plastic or metal credit cards, ad 
dress plates, tool crib control plates, etc, 
Electronic Databosser is used to emboss 
metal or plastic plates with inputs di 
rectly from punched cards. Price 


range, $10 to $80,000, 


The Dick Mailer Co., 137 W Tup 
per St., Buffalo 1, N. Y. The Dick 
Mailer is a device used to apply ad- 
dressed labels in roll or pack torm to 
a Variety ol mailing pieces. 

Kastman Kodak Co., 343 State St., 
Rochester 4, N. Y Electronic data 
processing jointly 


system, produced 


with the Addressograph - Multigraph 
Corp. (See Addressograph. ) 

The Elliott Addressing Machine Co., 
143 Albany St., Cambridge 39, Mass 
The extensive Elliott line makes use of 
address stencils which are customarily 


Manual 


and electric models are offered, and op 


prepared on the typewriter, 


erating speeds range from 500 to about 
12,000 an hour. 


clude selective mailing, statistical an 


Available features in 


alyses, automatic feed for ne wspapers; 


SCSI and comparing mechanism: 
punch-coding of address cards; simul 
taneous printing, perforating, and ad 
dressing; and features for statement 


preparation, 


The Heyer Corp., 1850 S. Kostner 
Ilve., Chicago 23. The Heyer Portable 
Addresser is a small device using the 
spirit duplication principle. Names 
and addresses are prepared on a master 
in roll form which loads in a manner 
like that used in loading 1 camera 
Names are 
b. Operating speed, 700-750 an 
$10.95 a small 


Printer, 


advanced by turning a 
' 

KnNO 
hour. Price, 
Portable tencil 


using 


method, for printing post 


Typical of modern collating equip- 

ment are these various types. From top 

to bottom: a Wadsworth model which 

rotates around a vertical axis; a Men- 

des vertical collator; a new Collamatic 

model with adjustable stroke control; 
and a new Macey model. 
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Representative folding machines are 
these models by Martin-Yale, David- 
son, and A. B. Dick. (The latter is 
shown with a cabinet designed for use 
with this type of machine.) 


International Business Machines 
Corp., 5%) Madison Ave., New York 
22. IBM has introduced a new ma- 
chine, the Model 939 Electrostatic Ad 
dress Label Printer, which operates 
on the xerographic duplicating prin 
ciple. Names and addresses are copied 
from IBM punched cards to continu. 
ous paper label tape at speeds to 500 
labels a mimute. Holes are punched 
automatically at one-inch intervals so 
that tape can be used with automatic 
mailing machines designed to cut, 
gum, and attach labels to newspapers 
and magazines. Base rental $1,300 
monthly. 

Krengel Mfg. Co., Inc., 227 Fulton 
St., New York 7, N.Y. Line of mark 
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ing devices includes a rotary coder, for 
marking boxes, packages, etc. Current 
information not available at press time. 

Master Addresser Co., 6500 W. Lake 
St., Minneapolis 26. Line includes four 
models, manual and  foot-operated, 
using the spirit duplicating principle. 
Names and addresses can be prepared 
on masters in various forms, includ 
ing individual masters, paper tape, and 
masters attached to related records. In 
the latter case, a paper master may be 
attached, for example, to a ledger card; 
for billing purposes, the card can be 
removed from the file and a statement 
addressed directly from the attached 
master, Estimated operating speeds: 
up to 2,000 an hour. Price range, 
$24.50 to $165. 

The Mulustamp Co., 527 W. 21st 
St, Norfolk 10, Va. Small manual 
devices, using the stencil duplicating 
principle, 

National Address Plate Co., 4615-23 
W. Huron St., Chicago. Current in 
formation not available at press time. 

Nettle Mfg. Co., 27 Huntington 
Ave., Boston 16. Machines of the 
A-dress-R line print addresses from 
metal plates, printing through ribbon. 
Plates change automatically, can be 
skipped for selective addressing. Rib 
bon winds and reverses automatically. 
Five manual models are available, oper 
ating at speeds to 1,000 impressions an 
hour. A new model, No. 300, being 
introduced this month, will use plates 
attached to ledger cards for oil truck 
delivery degree day use. Price range, 
$75 to $125. 

Rex-Rotary Distributung Corp., 387 


Fourth Ave., New York 16. Listax 


line includes three models, using metal 
plates. Available are models for man 
ual, electrical, and foot operation, Op 
erating speeds to 3,000 an hour. Metal 
address plates are filed in trays of 100 
each; these feed the machines directly; 
plates are automatically refiled in origi 
nal sequence. Optional features: form 
lister, dater, tag-holder, copy counter. 
Price range, $149.50 to $650, 

S & M Distributing Co., 3875 Gar- 
land St., Wheat Ridge, Col. Zip-O 
Riter line consists of two small de- 
vices, held in the hand, using spirit 
masters. Addresses are taken directly 
from card files or from spirit master 
strips, and can be applied directly to 
packages, crates, labels, etc. Operat- 


ing speeds to 500 an hour. Price range, 
$23.95 to $25. 


Seriptomauc, Inc., 300-316 N. 11 St., 
Philadelphia 7. The Scriptomatic line 
contains six basically different models, 
all of which use spirit masters. The 
smallest is a hand-held manual model 
which takes addresses directly from 
card files (or from masters which are 
parts of accounting records, such as 
accounts receivable cards) and trans- 
fers them to mailing pieces. Other ma 
chines are large and have wide range 
of features. Some can be used in con- 
nection with punched card accounting. 
Some feature “Electronic Master Se- 
lector” to provide selective control over 
information on master; this includes 
skipping, counting, ejecting, etc. Some 
machines use masters in continuous 
form. Printing may be to envelopes, 
checks, dick strips, etc. New Model 
101, using punched card masters, can 
print onto tape of varying widths. 
Special marks can be placed on the 
tape to indicate end of town or zone. 
Tape is not advanced when there are 
no cards, to prevent wastage. Using 
automatic tape listing attachment or 
either suction or friction feeders for 
sheet material, this model has an oper 
ating speed of 5,100 addresses an hour. 

Weber Addressing Machine Co., 
Inc., 215 E. Prospect Ave., Mt. Pros 
pect, Ill. Weber machines use the 
stencil duplicating principle. Two 
models, electrically operated, provide 
speeds to 105 labels a minute, in sizes 
from % by 2 in. to 3% by 6 in. 
Features available include printing and 
addressing shipping labels in one oper 
ation, and cutting labels to size. Price 
range, $350 to $550. Other manual 
equipment available for addressing en- 
velopes, cards, newspapers, catalogs, etc. 

Chauncey Wing's Sons, 78 Pierce St., 
Greenfield, Mass. The Wing Mailer 
is designed to attach address labels to 
all types of mailing pieces. It is priced 
“under $100.” 


Collators 

Addressograph -Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. Multi 
graph Accra-Feed collator has 50 sta 
tions and can assemble 50 complete 
sets of material, each containing as 
many as 100 sheets, in one continu 
ous run, Sheets are held in pockets 
in drum rotating about horizontal axis. 
Sheet size capacity, 4 by 6 to 11 by 
14 in. Automatic controls provide for 
elimination of blank sheets, rejection 
of double sheets, prevention of skipped 
sheets. Feeder is of vacuum type. 
Other features include sheet counter, 
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book counter, and automatic stop. 
Units are mounted on rubber-tired 
casters. Operating speed, 6,000 an 
Price, $5,495. 

Associated Industrial Designers, 3726 
Effingham Pl., Los Angeles 27. Col 
A-Tron is tabletop unit for the man 


hour. 


ual gathering of papers. It consists of 
a series of single units, each of which 
can accommodate up to 1% in. of 
paper. The Col-A-Tron can be con 
densed to one-third size for storing. 
It can be expanded and set in straight 
line, arc, or echelon arc formations. 
Six models are offered, with from 20 
to 36 divisions. Can also be used for 
sorting. Prices: to $65. 

The CADM Corp., 644 Manchester 
Rd., Mansfield, Ohio. The CADM 
line of collators is now distributed by 
The Wadsworth Mfg. Co., listed be- 
low. 

The Collamatic Corp., Wayne, N. ]. 
The Collamatic line includes 32 models 
ranging in size from 8 to 24 stations. 
Machines are electrically powered, have 
operating speeds between 6,000 and 
8,000 an hour. Model 1200 has ad 
justable stroke control, permitting the 
collating of small sheets (down to 5Y, 
by 8Y, 


tional trays. Models available for desk 


in.) without requiring addi- 


or table top, and in console versions 
for use by a seated operator. Magic- 
Feed rollers used for feed. Price range, 
$350 to $950. 

Cummington Corp., 620 Common 
wealth Ave., Boston 15, One eight 
station model, electric ally powered, op 
erating at speeds up to and beyond 
10,000 sheets an hour. 


clude paper feed which is self-adjust- 


Features in 


ing to accommodate changes in paper 
weight and pile height, vacuum feed, 
push-button control, ability to be re 
supplied with sheets without stopping 
the machine, compactness of design. 
Can be placed with one side against a 
wall. Accommodates paper from 5 
by 7 to 11 by 14 in. 
$4,000.” 

Graphic Arts Development Co., 3812 
W. 150 Sz., Cleveland 11. Current in 
formation not available at press time. 

Harris-Seybold Co., 4510 E. 71 St., 
Cleveland 5. WHarris-Seybold distributes 
collators manufactured by its wholly 


Price, “under 


owned subsidiary, The Macey Co. See 
listing under Macey. 

Johnson Research Corp., Bethpage, 
L.1., N. Y. Current information not 
available at press time. 

The Macey Co., 3350 W. 130 St., 
Cleveland 30. 
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(A wholly-owned sub 
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sidiary of HarrisSeybold Co.). The 
Macey Collator line is extensive, con 
sisting of 16 basic models, with a va 
riety of optional special attachments. 
Capacity ranges from 4 to 25 stations. 
Most models are designed for gather 
ing flat sheets; some can also gather 
signatures. Units are electric. Speeds 
are quoted as “up to 4,000 sets per 
hour,” with some smaller models con 
sidered to be faster. Special features 
obtainable include stitching and sta 
pling units (stapler is fed by wire 
spool ), offsetting delivery, straight tape 
delivery, and folding and inserting at 
tachments. Machines can handle paper 
varying considerably in weight and 
thickness. Automatic controls prevent 
improper feeding. Feed is of suction 
type. 

]. Curry Mendes Corp., | Curry Lane 
& Turnpike St., Canton, Mass. Line 
includes four models of JCM Vertical 
Collators, electrically powered, with 
from four to eight stations. Operating 
speeds: up to 4,000 sets an hour, Ma 
chines are designed to collate single 
sheets of paper automatically. Acces 
sory attachments are available to stitch 
completed sets with cither single or 
double stitching, and to fold stitched 
sets into booklets. Sheet size capacity: 
to Il by 14 in, 


handle wide range of paper weights. 


6 by 7! Units can 
Safety devices prevent faulty feeding. 
Price range, $3,375 to $9,875. 
Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Pitney 
Bowes distributes collators made by 
The Macey Co., 
Macey.) 
Thomas Collators, Inc., 30 Church 
St., New York 7. 
basic models, with from 8 to 32 sta 


(See listing under 


Thomas offers 11 


tions. 
to 10,800 sheets an hour. 


Operating speeds, from 7,200 
Both pedal 
operated and electric models are of 
fered. Features include speed load 
control, permitting faster stacking of 
papers in bins; rotating feed finger lor 
positive operation, and stroke stop reg- 
ulator to adjust feed fingers to sheets 
of any size. New bin assembly, offered 
as optional equipment, allows collating 
of sheets up to 17 by 22 in. in size. 
Price range, $195 to $850. 

The Wadsworth Mfg. Co., 930 Broad 
St., Wadsworth, Ohio. Wadsworth ot 
fers the Model No. 56 CADM Rotary 
Collator, powered both electrically and 
manually, with from 20 to 40 stations 
Operating speeds: 2,400 to 8,400 sheets 
an hour. Speeds instantaneously ad 
justable. Sheets are held in pockets 


that rotate around a vertical axis. De 


To increase its coverage of of- 
fice machines and equipment, 
“Tools of the Office” is now 
appearing in a revised form. To 
allow additional space for pie- 
tures of new products, much of 
the material on trends and ap- 
plications, formerly covered in 
the introductory articles, will ap- 
pear instead as part of a compre- 
hensive round-up in the annual 
Yearbook Issue, to be published 
in the «pring. 


Furniture for the sorting of mail ix 
shown here in several designs by Fed- 
eral, Le Febure (a custom-designed 
installation which forms a complete 
mail room), and Corbin, respectively. 
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Other equipment useful in the mail- 
room is Ulustrated here. The first two 
pictures at the top are of an envelope 
opener and an envelope sealer, both 
by Commercial Controls. Next is a shut- 
the carriage sorting unit, by Associated 
Industrial Designers. [Lmmediately 
above is a mail bag holder, by Charn- 
strom. The two pictures at the right 
are, first, a mail cart of aluminum, 
with a blueprint holder attached, by 
Chesley; and, at far right, a vault 
truck, for moving heavy materials, by 


Toledo Metal. 
62 


sign permits up to Six operators to 
work at one machine. Variety of ac 
cessories available. Price, $475 list. 

Zip-O-Riter Products. (See: S & M 
Distributing Co.) 


Folding and Inserting 
Equipment 
Cummington Corp., 620 Common 
wealth Ave., Boston 15. The Cum- 
inington line consists of four inserting 
machines, electrically powered. Ma 
chines designed to handle envelopes 
trom 4% by 2% in. to No. 10 size, 
with flaps up to 2% in Operating 
speed, over 3,500 envelopes an hour. 
Available in table models with from 
one to four stations. Vacuum feed is 
used, Safety devices provided to pre 
vent jamming. Multiple roll pressure 

used to seal flaps. 

Davidson Corp., 29 Ryerson St., 
Brooklyn 5, N. Y. Wavidson Embee 
Folder models are used for folding. 
Model 230 handles material to 9% by 
18 in. in size; Model 360 takes material 
to 13% by 28 in. Power is electric: 
speeds to 12,000 pieces per hour. Scor 
ing attachment is standard; scoring 
may be performed simultaneously with 
any of four basic folds or variations, or 
without folding. Other features in 
clude automatic feed, variable speed 
controls, optional attachments for slit 
ting or pertorating. 

A. B. Dick Co., 5700 W. Touhy 
lve., Chicago 31. Model 57 folder 
periorms folding operations at speeds 
to 150 sheets a minute. Machine ts 
electrically powered. It can handle 
material from 24, by 3% in. to 8% by 
21 in. in size. Receiving tray has fold 
chart showing standard fold settings; 


special folds determined with use of 


calibrated scales on machine. Features 

include automatic paper feed which 
can be loaded without interrupung 
operation, ability to handle stapled sets 
containing as many as six sheets of 
20-Ib. paper. Optional attachment per 
mits stacking of finished folded mat« 
rial in the original order. 

Inserting Mailing Machine Co., 
Box 186, Phillipsburg, N. J]. Equip 
ment offered by this company is de 
signed to perform the complete mail 
ing operation, including gathering en 
closures, inserting them, printing pos 
tage and related information, and stack 
ing finished mail. Some of these fea 
tures are optional, depending on the 
particular model. Equipment is elec 
trically powered, operates at speeds to 
4,500 pieces an hour. Some machines 
can insert catalogs, magazines, and 
other large mailing pieces. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. Lansdale offers elec 
trically operated Faltex machines com- 
bining folding and letter opening fa 
cilities. Folding speeds are variable 
from 5,000 to 10,000 sheets an hour. 
Multiple sheets can be folded, whether 
stapled or unstapled; sizes can be 
mixed; machine is designed to handle 
paper weights from onion skin to light 
cardboard. Available are attachments 
lor scoring and pertorating. A 30 
second switchover converts machine to 
letter opener. 

Martin-Yale, Inc., 2100 W. Fulton 
St., Chicago 12. Line consists of two 
Premier Auto-Folder models, one man 
ual, one electric, capable of perform 
ing folding operations at speeds to 
7,200 pieces an hour. Machine is de 
signed to handle any of seven basic 
folds; folding chart is inscribed on the 
machine. Can accept paper to 94 by 
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14 in. in size. 
$129.95. 

Master Folder Co., 3000 Woodhill 
Rd., Cleveland. Current information 
not available at pr ss time. 

Pitney-Bowes, Inc., Walnut and Pa- 
cific Sts., Stamford, Conn. 


Prices, $89.95 and 


Pitney 
Bowes offers two electrically operated 
folding machines. Desk model han 
dles sheets from 3 by 3 to 84% by 14 in., 
at speeds to 5,000 an hour. Model FM 
takes sheets from 3 by 34% to II by 
24 in., at speeds from 5,000 to 19,000 
Model FM has Dial-A-Fold 
feature to simplify setting folds. Desk 
model is available with manual or au 
tomatic feed. 


an hour. 


Printing Devices, Inc., 1705 N. 25th 
fve., Melrose Park, Ill. While cur 
rent information was not available at 
press time, this company has made 
Insert-O- Matic envelope inserts for 
multiple and single insertions into en 
velopes in sizes from No. 6 to No. 10 
at speeds to 3,000 an hour. 

The Print-O-Matic Co., Inc., 72 
W. Washington Blvd., Chicago 6. One 
Fold-O-Matic folding machine, elec 
trically powered, with a designed op 
erating speed of 160 a minute. Can 
handle material in sizes from 4 by 4 
to 9 by 14 in. Self-stacking receiving 
tray stacks “one under the other.” Op 
tional features include scoring device. 


Letter Opening Machines 

Bircher Co., 192 Mill St., Rochester 
4, N. Y. Current information not 
available at press time. 

Commercial Controls Corp., | Leigh 
ton Ave., Rochester 2, N. Y. One 
“multiOpener” model, electrically op 
erated, designed to open envelopes at 
rates to 333 a minute. Has positive 
feed principle and separator foot, and 
1s designed to work with envelopes ol 
varying sizes and thicknesses. Steel 
cutting blades are of the self-sharpen 
ing type. 

Industrial Molded Products Co., Inc., 
609 New York Bldg., St. Paul 1. Cur 
rent information not available at press 
time. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. Faltex folding machines 
can be adapted for letter opening. See 
listing under Folding and Inserting 
Equipment. 

Arnold MacKenzie, Inc., 3133 Over 
brook Drive, Minneapolis. Current in- 
formation not available at press time. 

Pitney-Bowes, Inc., Walnut & Pa 
cifie Sts., Stamford, Conn. Three Mail 
Opener models are offered. Model LH 
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is a desk model, hand-operated. Model 
LE is a semi-automatic machine, elec 
trically driven, hand-fed, for moderate 
Model LA, with 


electrically powered feed and rotary 


volumes of mail. 


knives, is designed to open 500 en 
velopes a munute, Equipment can 
handle envelopes of varying sizes, 
shapes, and thicknesses. 

Pres-To-Line Corp. of America, 
339 Cotner Ave., Los Angeles 64, One 
Magic Mailer model, manually oper 
ated, which both opens incoming en 
velopes and seals outgoing envelopes, 
and, in addition, has a moistener for 
stamps. Price, $9.45. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. One Marvel Mail 
Opener, manually operated, designed 
to open envelopes of all shapes and 
sizes up to lengths of 12 in. Price, 
$34.75. 


Postage Metering 
Machines 

Inserting & Mailing Machine Co., 
Box 186, Phillipsburg, N.]. This com 
pany offers a line of mailing machines 
designed to gather and insert en 
closures in envelopes and process them 
for mailing. A number of these ma 
chines have postage metering facilities, 
cither as standard or as optional equip 
ment. See listing under Folding and 
Inserting Equipment. 

The National Cash Register Co., 
Vain and K_ Sts., Dayton 9, Ohio 
NCR manufactures one electric pos 
tage metering machine, electrically 
driven, which prints postage directly 
on strips which can be afhxed to all 
types of mail. Postage is in the form 
of precanceled postal labels which 
show date, zone number if desired, 
weight when required, amount of pos- 
tage, serial number, meter number, 
permit number where necessary, and 
name of post office. At the same time, 
duplicate records are printed within 
the machine. Operating speed, 85 a 
minute. Machine is rented, not sold. 
Rental: $15 a month for first two years, 
$12.50 a month thereafter. 

Pitney-Bowes, Inc.. Walnut & Pa 
cific Sts., Stamford, Conn. The Pitney 
sowes line of postage meters includes 
models. The smallest, 
Model DM, is “phone-size’ and is 


manually operated; it has a moistener 


eight basic 


for sealing envelopes; a separate attach 


ment is used for parce] post. Line in- 


This “mailing center” for small offices 

includes a postage meter, a computing 

mailing scale, a postmark advertising 

plate, a postal rate and information 

chart, and a parcel post zone map. 

The equipment is from the extensive 
line of Pitney-Bowes. 


Postal scales are offered in many de- 

signs and capacities. Representative 

are these models, for mail and parcel 

post up to 5 lbs. (top), and for pareel 

post up to 70 Ibs. (bottom). (Pictures 
by courtesy Toledo Seale Co.) 


cludes manual and electric models, 
some with hand feed, some with auto 
matic feed. Features, varying with 
models, include detachable meters: fa 
cilities for sealing and stamping simul 
taneously; printing of postage either 
directly or on gummed tape (for parcel 
post); printing of postmark advertise 
ments; provisions tor postage book - 


keeping in visible registers, showing 
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*I saved 
every day! 


® An inaccurate, run-down mail 
scale can lose a dollar a day in 


ot 


@ 


postage, even in a small office. 
Mounts up in a year! 

© A PB precision-made scale can 
save that $1 a day in wasted 
postage. And often prevents letters 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 

We are not an employment agency. 


For More Information 


PREE: Handy desk or wall chart 
of Postal Rates, with parcel post 
map and zone finder, 


Vrrnety-Bowes, 


TEMPORARY 
HELP 
IN A HURRY? 


‘> 
é> ' 
CAL 


MANPOWER, INC. © 


FOR 
TVYPISTS + STENOS 
GENERAL OFFICE WORKERS ~— 


going out with insufficient postage. 
“Postage Due” is bad advertising! 
© With its automatic pendulum 
mechanism, a PB scale is accurate 
for keeps! Registers instanily. 
And large, widely spaced markings 
can be read instantly. Saves time 
as well as postage. 
© PB scales for every requirement 
including a parcel post model 
up to 70 Ibs. Ask the nearest PB 
office to show you. Or write for 
free illustrated booklet, 


rirney-nowes Mailing Seales 


Inc., 2985 Walnut St., Stamford, Conn. 


Made by the originators of the postage meter offices in 94 cities in US. and Canada, 


rt i ee PLE LA PIS OL ae ar « 
” ee al Ns 


HOME OFFICE 
330 W. KILBOURN AVE. 
MILWAUKEE 3, WIS. 


Over 80 offices in U.S., 
Canada and Europe. 


From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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postage used and on hand; and stack- 
ing facilities. Operating rates of some 
models reach 15,000 pieces an hour. 
Equipment is rented, not sold. 


Postage Stamp Affixing 
Machines 


Cheshire Mailing Machines, Inc., 
1644 N. Honore St., Chicago 22. Line 
consists of ten basic models of labeling 
machines which can be adapted to 
apply gummed postage or stamps to 
mailing pieces. Equipment is designed 
to handle material ranging from small 
items such as envelopes, postcards, and 
insertion cards to items as large as 
pamphlets and catalogs. Reloading of 
both labels and mailing pieces can be 
accomplished without stopping the ma 
chine, as can replenishing the supply 
of glue. Labels are fed in standard 
roll strips or in continuous form. 
Equipment is electrically powered, has 
operating speeds to 10,000 an hour. 
Stamps can be either “tipped on” or 
fully applied. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester 2, N. Y. One Mul- 
tipost model, manually operated, ap- 
plies postage stamps through the op- 
eration of a plunger with a rubber 
foot. The machine uses stamps in 
coils of 500, with stamps joined side- 
ways. Water tank holds enough water 
for entire roll of stamps. Operation of 
equipment avoids contact between hand 
and stamps and water. Machine is 
small (1% by 4 by 6 in.). A second 
model, the “mailMaster,” also manu- 
ally operated, opens, seals, and stamps 
envelopes. This is a slightly larger 
model. 

Office Accessories Corp., 9157 Las 
Tunas Drive, Temple City, Calif. Cur- 
rent information not available at press 
time. 


Postal Scales 

B-T Co., Inc., 121 N. Broadway, 
Milwaukee 2. Small postal scale called 
the Mite, and a similar model for par- 
cel post. Prices, $3 each. New rate 
dials are available when postal rates 
change, and can be installed without 
adjustment. 

The Borg-Erickson Corp., 1133 N. 
Kilbourn Ave., Chicago 5\.  Borg’s 
Model No. 1000 parcel post scale, 
measuring 8 by 10 by 2 in., has a ca- 
pacity of 50 lbs., is of the spring type 
with rotating chart. Price, $12.50. 
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FOR EFFICIENT...WORK PRODUCTIVE OFFICE AREAS 


Versa-Line 


OFFICE EQUIPMENT 


Security Steel VERSA-LINE is the answer 
to the high cost of office space and the 
demands for increased office efficiency. 


Security Versa-Line converts unused 
office space into productive work areas. A) 
It makes possible an unlimited number of a 
arrangements—custom-made for every 
office requirement. It is mobile, 
flexible and adaptable. 


Group “Et” Group “t” 


These units are ready to serve you—to help im —_ me ?- 
make your office more efficient and a : = By 
productive. They come in a range of , ‘ =] A¢ f 
colors to match or blend with { - 
any decorative scheme. 


For your free copy of the new Security Steel 
Versa-Line Catalog, fill out and 


GROUP “G” GRrouP “K” 
return this coupon. 


SECURITY STEEL EQUIPMENT CORPORATION 
520 Middlesex Road, Avenel, New Jersey 


Please send me the free Security Versa-line Catalog No. 456. 


. 


Nome Title 
Company 


SECURITY STEEL EQUIPMENT CORPORATION vent 
AVENEL, NEW JERSEY City iii 
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John Chatillon & Sons, 85 Chiff St., 
New York 7. While current informa 
tion was not available at press time, 
this company has made a line of scales 
for mail and parcel post, in a number 
of different sizes and capacities. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester 2, N. Y. Line of 
scales of various types. Letter Scales, 
in 20-0z. and 3-lb. sizes, have hairline 
indicator; special V-type platform to 
hold letters, packages, or rolls; dashpot 
mechanism to maintain accuracy in 
changing climate conditions. All Pur 
pose Scale, with 30-lb. capacity, and 
Parcel Post Scale, with 70-b. capacity, 
operate on ground bearings and ball 
bearings; large drum type chart is used. 

Detecto Scales, Inc., 540 Park Ave., 
Brooklyn 5, N. Y. Line of letter and 
parcel post scales, including, ,some 
models with “gunsight” indicators. 
Current information not available at 
press time. 

]. L. Galef & Sons, Inc., 85 Chambers 
St., New York. Current information 
not available at press time. 

Hamilton Specialties, Inc., 5 Watson 
St., Boston 18. Two scales of “balance 
weight” type. Model 8 has 8-oz. ca 
pacity, Model 16 has I-lb. capacity. 


To save time 
in the office 


. ,, US? THE 


" 


DENNISON 


Tools of the Office 


Prices quoted several months ago were 
$3.95 and $5.95. 

Hanson Scale Co., 1777 Shermer Rd., 
Northbrook, Ill. Hanson line includes 
six models of the spring type, ranging 
in capacity from 8 ozs. to 60 lbs. No. 
1562 has a stamp container in addi 
tion. Price range, $4.95 to $12.95. 

The Howe Scale Co., Rutland, Vt. 
The Howe line contains four models, 
one of the spring type, three of the 
gravity type. Capacities range from 
9 ozs. to 75 lbs. Price range, $12.60 
to $264. 

LDL. Mfg. < Sales Corp., 132 Laf- 
ayette St., New York 13. Line of five 
scales in capacities from | to 4 lbs. 
Spring and gravity types available. 
Some scales haye pendulum-type indi- 
cators, others have “gunsight” indi 
cators. Price range, $2.25 to $7.50. 

The Mayfair Co., 315 N. Desplaines 
St., Chicago 6. Current information 
not available at press time. 

Originals Co., 17 W. 44 St, New 
York 36. Pocket Postal Scales of 
“springless” type, showing weights to 
2 oz. Leather case provided, with 
scale tariff card. 


a eae 


Say “Dennison” when you want the best in 


Pelouze Mfg. Co., 1218 Chicago 
4ve., Evanston, Ill. While current in 
formation was not available at press 
time, Pelouze has made a variety ot 
scales, some of the beam type, some of 
the spring type, in capacities from | to 
50 Ibs. 

Pitney-Bowes, Inc., Walnut & Pa- 
cifie Sts., Stamford, Conn. Mailing 
scales available in six basic models, 
for letters and parcel post. Capacities 
range from | to 70 lbs. Indicators of 
the pendulum, rotating cylindrical 
chart, arid “gunsight” variety are used, 
depending on the model. 

Rudson-Wood, Inc., 15 W. 44 St, 
New York 36. Small pocket postal! 
scale with 2-0z. capacity. 

Toledo Scale Co., 1083 Telegraph 
Rd., Toledo 1, Ohio. Seven models ot 
postal scales, in capacities from | to 
70 \bs. Scales are of gravity type. 
Pendulum, rotating cylindrical chart, 
and “gunsight” indicators are avail 
able. Price range, $125 to $447. 

Triner Scale & Mfg. Co., 2716 W. 21 
St., Chicago 8. While current infor 
mation was not available at press time, 
Triner has made a variety of scales in 
sizes from 20 ozs. to 8 lbs., including 
gravity type models. 


(To page 70) 


Addressing Labels + Mailing Labels » PRES-a-ply Labels 
Red Bordered Labels « File Folder Labels 

Mending Tape + Correction Stickers » Correction Tape 
Notarial Seals « Gummed Seals, Stars, Dots, 
Reinforcements, Index Tabs « Index Divider Sets 

Coin Mailing Cards « Paper Fasteners « Key Tags 
Inventory Cards + Metal Rim Tags « Shipping Tags 
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MANUFACTURING COMPANY 
Framingham, Mass. 
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Photograph of an odor by 
Joseph Breitenbach 


Portrait of a Business Problem 


You are looking at a rare photograph of a common business 


problem—an odor. Airkem scientists have found that ac- 


cumulations of odors are present in offices, restaurants, hotels 
and hospitals, in fact everywhere. The effects of odors range 
from nuisance to aggravating annoyance and the cost is 
easily expressed in terms of lost sales and declining per- 
sonnel efficiency. 

The photograph was taken of the volatile material that 
makes up an odor as it was precipitated on the surface of 
chilled liquid mercury. The odor appears as a mono-molec- 
ular layer—only one ten-millionth of an inch thick! The odor 
source is a coffee bean. 

Odors collect everywhere—on walls, fabrics, equipment— 
much in the same way as dust. They remain to create the 
stale air that makes the “tired atmosphere” in an office, or 


Odor Control is a Profit Builder for 
department stores, hotels, restau- 
rants, food processors, insurance 
companies and many other busi- 
nesses and industries. 


More information From Advertisers 


the unpleasant impression of stale food, grease and cigarettes 
in a restaurant. To produce a fresh-smelling atmosphere, 
alert business management has turned to Airkem. 

Airkem equipment and formulae have proved in thou- 
sands of installations the advantages of clean-smelling air. 
Merchandise sells better, customers are easier to please and 
more likely to return and personnel are more efficient in the 
Airkem-treated atmosphere. Write for the facts on how 
Airkem treatment of indoor air can help your business, 


AIRKEM, INC., 241 East 44th Street, New York 17, MN. Y. 
C) Please send me information on Airkem air quality control, 


() Please have Airkem Field Engineer call. 
Name 
Company 


Address 
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AUTOMATION 


ae IN THE OFFICE 


Datatron, Burroughs’ high speed, medium-size computer, was featured at Chicago opening 


Burroughs opens data processing center in 


Chicago; television finds two new uses 


HARD on the heels of the opening 
of IBM's second data processing center 
in Chicago (Ovrice MAnacement, Au 
gust, p. 38), Burroughs Corporation 
recently opened its Mid-America Ex 
hibit Center in that city, featuring elec- 
tronic data processing systems for busi 
ness, banking, and industry. 

The new center, at 324 South Mich 
igan Avenue, also houses the new 
othces of Burroughs’ Chicago sales 
branch, and a training center for per 
sonnel of companies planning to use 
various Burroughs units. 

Main feature of the opening was the 
Datatron, Burroughs’ high speed, me 
dium-size computing system. A prod 
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uct of the company's newly-acquired 
ElectroData Division, in Pasadena, Cal 
itornia, the Datatron, according to 
Burroughs spokesmen, makes it pos 
sible for the company to offer a com 
plete line of electronic computers and 
di ita processing systems, ranping trom 
units in the $32,000-$35,000 area to 
processors selling for more than a 
million dollars. 

The smaller Burroughs computer, 
the E-101, was also shown at the open 
ing, as were two new devices devel 
oped for banks. These were the Sen 
simatic to-tape and the _ Sensitronic. 
The first is an accounting machine 
designed for bank window posting 


operations, which has an auxiliary tape 
punching unit. Transactions are thus 
recorded on tape as they occur, for sub- 
sequent automatic transfer to punc hed 
cards. 

The Sensitronic is a machine de- 
signed for general bank posting, which, 
according to the manufacturer, simpli- 
hes existing methods for picking up 
balances, and aligning statements au- 
tomatically, and also provides means 
for proving posting to the correct 
amount. 

The completely equipped new center 
will serve as a data processing center 
for companies throughout the Mid- 
western area, as well as train personnel 
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for companies planning to install Bur 
roughs machines. 


Remote control banking 


The Mechanics and Farmers Bank 
in Bridgeport, Conn., has combined 
television and a pneumatic tube to 
allow curbside banking services for 
customers parked more than 100 feet 
from the tellers’ windows. 

The new system, which was devel 

7 & oped by the Mosler Safe Co., consists 
ot a kiosk (a Mosler “Snorkel’’) out 
side the bank, which has a television 
camera, a television picture tube, and 
a pneumatic tube opening built into it. 
The snorkel is built of solid steel, and 
camera and picture tube are covered 
by bulletproof glass; the pneumatic 
tube opening is sealed by a steel door. 

All these units are connected to a 
teller’s cage inside the bank 100 feet 
away from the kiosk. When a cus 
tomer wishes to make a deposit with- 
out leaving his car, his picture is 
picked up by the teller at his television 
screen inside the bank. The teller has 
a push-button control at his station, 
which opens the door to the pneumatic 
tube in the kiosk. The customer, who 
also sees the teller on his screen, places 
his passbook, and deposit in a small 


carrier in the tube which carries it to 


Driver wishing to make deposit without leaving car is connected by television 
and pneumatic tube housed in curbside “Snorkel” unit. . . 


the teller. A two way speaker system 
makes voice communication possible at 
all times. 


TY freight routing 


Television is speeding clerical pro 
cedures in quite a different way at the 
Southern Railway's Citico freight yard, 
in Chattanooga, Tenn. An RCA closed 
circuit television system covering the 

‘ yard’s three entrances enables one clerk 
in a central office to record the initials, 
numbers and types of all freight cars 
coming in any one of the entrances. 
This speeds the necessary indexing of 
incoming cars which must precede 
their switching to the proper outgoing 
trains. Southern Railway officers re- 
port that the system has created a 
sharp reduction in the time needed 
for car classification, assignment. 

A novel feature of the system is an 
automatic photographic system which 
makes a film record of traffic trans 
mitted by the television cameras. Set 
up for 24-hour operation, the film can 
be switched by the clerk on duty to 
record the entrance of any train into 
the yard. Thus, even if two trains are 
arriving simultaneously, the clerk can 
record cac h. 
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~ «+ to teller’s station in bank more than 100 feet away. 
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Tools of the Office 


(Continued ) 


Mailroom Furniture and 


Miscellaneous Equipment 

Amberg File & Index Co., \627 EF. 
Duane Blvud., Kankakee, Ill. Line ot 
sorting equipment includes new Sort 
All, desktop equipment, which can be 
used for sorting correspondence, Price, 
$4.50. 

Associated Industrial Designers, 3726 
Effingham Place, Los Angeles 27, Line 
of sorting equipment, including shuttle 
carriage Model LL-6300 Sort-O-File, 
which can be used in the mailroom. 
The shuttle carriage is 72 in. long, has 
four sorting trays. Storage rack avail 
able with four or five shelves. Unit 
is mounted on seamless steel tubular 
stand capable of supporting two shuttle 
carriages. Various accessories and mod 
ifications available. 

Barwel Mfg. Co., Inc., 95 Comme 
cial St., Brooklyn 22, N. Y. Laine ot 
mail bags. 

Bemis Bro. Bag Co., 408 Pine St, 
St. Louis 2. Line of mail bags. 

Better Packages, Inc., Shelton, Conn. 
Line of gummed tape dispensers, label 


People work more efficiently 
with less fatigue in pleasant office 
surroundings. The restful 

wood tones and distinguished 
design of the functional 
Document pay big dividends 

in greater efficiency. For only a 
small investment, you 

can enjoy all the benefits 

of the distinguished Document. 
Get full information 

from your Leopold dealer, 
or write for brochure. 


rmoisteners, and envelope moisteners. 

Boyle Leather Goods Co., Inc., 36 FE. 
31 Sz., New York. Line of mail bags. 

Can-Pro Corp., \9 Ek. McWdliams 
St., Fond du Lac, Wis. Security line 
of canvas and leather mail bags, mail 
bag carts and holders, ofhce distribut 
ing cases, etc, 

W. A. Charnstrom Co., 305 S. Fifth 
St., Minneapolis 15. Line of mail bag 
holders for two or four bags, mounted 
on swiveling rubber casters. Holders 
made of tubular steel, can be folded 
when not in use. $34.50 and $49.50. 

Chesley Industries, Inc., 24777 Tele- 
graph Rd., Detroit \9. Line of double 
deck mai} carts with tubular aluminum 
frame, swiveling rubber casters, remoy 
able steel baskets with file guide bars 
fitted into upper basket. Letter and 
legal sizes offered. Optional accessory 
is a removable basket to hold rolled 
blueprints (two sizes available). $40. 

Commercial Controls Corp., \ Leigh 
ton Ave., Rochester 2, N. Y. Line in 
cludes mailbags; mailbag holders of 
tubular steel to fit bags of all sizes; 
Bandetts and Bandett Holders for bun 
dling metered mail for delivery to the 
post office; sorting racks of metal with 
as many as 84 shelves, adjustable on 
one-inch centers, and having a top 


increase office f ff “" , 


. 
& 


nt Leqpole vvurrny 


BURLINGTON, IOWA 


slanted to allow visibility of material; 
and tables, of metal with pressed-wood 
tops, designed to accommodate two 
sorting racks, yet leave adequate work 
ing room. 


Cooks’ Inc., 207 Lakeview Ave., 
Blackwood, N.]. Line of Ful-Vu Uni 
versal Sorters, desktop size, of which 
Model FS-20 is designed for letters, 
Model FS-10 for checks. etc. 

Corbin Wood Products Div., The 
imerican Hardware Corp., P. O. Box 
1324, New Britain, Conn. Mailroom 
furniture line includes sorting units 
with sorting bins, some with adjust 
able, some with non-adjustable shelv 
ing, in combinations with tables and 
counter bases usable for storage and 
work areas; transfer tables; utility 
tables; and cabinets of various types. 
Equipment is of kiln dried hardwood. 
Also line of letter boxes. 

Dependable Mfg. Co., 2407 Fort 
Crook Rd., Bellevue, Neb. Line of 
stools, chairs, and stands which can 
be used in the mailroom. 

Derby Sealers, Inc.. 100 Seymour 
ive., Derby, Conn. Line of gummed 
tape dispensers. 

A. B. Dick Co., 5700 W. Touhy 
Ive., Chicago 31, lil. Line of cabinets 


the 
sure 
way 
with 
The Leopold 
Document 


Member: Wood Office Furniture Institute Ww Line 
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} (Sia well informed are you 


~ on Filing Procedure ? 


ae 


\ CLE GE 


oN . CHECK ONE IN EACH GROUP 


omenet 
Phesseuand 
ovr @evrot 
w.. 160-52 


1. OUT GUIDE 2. FILEBINDER 
[} Sign to hang on door [_] Rubber Band used by toolmakers 
(_} To control correspondence { | Metal strap around a file drawer 
{_}] Umpires record ; {_} Containers for important correspondence 
6 ’ 


be . ee Ate 


3. MISCELLANEOUS FOLDERS 


{_) Containers for infrequent correspondence 

[_} An assortment of Travel Guides 

(_} Several knife-like instruments used for folding 
papers. 


1. THE OUT GUIDE centralizes the 3. MISCELLANEOUS FOLDERS are for 


filing system. The Guide permits a use in filing all occasional letters not 
written record showing the last per- of sufficient quantity to justify in- 
son taking correspondence from the dividual name folders. A Miscellaneous 


file drawer. It is withdrawn when the folder must be used for each alpha- 
file is returned to its proper place. betical subdivision. They are also used 


TELL-1-VISION SYSTEM 


"eG J. & PAT orrice 


2. FILEBINDERS are made especially as the index in the transfer files. C) Rules for watching programs 

for filing important correspondence. 4. SMEAD’S TELL-LVISION SYSTEM is () Business’s way of filing and finding corre- 
They are equipped with metal fasten- | Seeettn tonal . = , : 

ers which permit the “Binding-in” of / ay ae C) A method of narrating dreams 


HASTINGS, MINNESOTA LOGAN, OHIO 
en o * city ZONE STATE 


papers for security and orderliness. 2. Speedy to operate | THE SMEAD MANUFACTURING CO.INC .| 
Latest papers can be added at the 3. Flexible and “it grows as needed” =! WasTiNGS, MINNESOTA 
bottom, thus maintaining “Bookwise” That is why it is the ideal filing & Please send us without charge a sample of your 
reading sequence system for businesses small or large. § Out guide (1), Miscellaneous folder (-), Filebinder (, ¢ 
‘ Literature on Smead’s Tell-I-Vision system (1) 
‘ 
THE Seed MANUFACTURING CO.INC, | ™¥E — 
* ADDRESS 
' 
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designed tor use with Dick's folding 
machines and other table-top mailroom 
equipment, Equipment is of steel, has 
shelf in either open or enclosed storage 
space. Adjustable glider feet allow for 
height adjustments. 

Equipto, Div, of Aurora Equipment 
Co., Aurora, lil. Line of sorting racks, 
sorting bins, tables, and other equip 
ment, adjustable to suit requirements. 
Also work and shipping benches and 
sloraye equipment, 

Evans Specialty Co., Inc., \800 FE. 
Grace St., Richmond 23, Va. Line in 
cludes gathering racks, some with jog 
gers. Current information not avail 
able at press time. 

The Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa. Line includes 
variety of sorting cases, mail bag racks, 
and combination cases and work tables. 
Case and table combinations are avail! 
able in sizes for sorting large envel- 
opes, flat newspapers, and the like, for 
letter mail, and for other types of mail. 
Number of openings varies from model 
to model. Equipment is of oak with 
plywood fiberboard top overlaid with 
linoleum; work tables are edged with 
stainless steel, Mailbag racks available 
im a variety of sizes, 

41. Galewski & Sons, Inc., 119 W. 25 


Tools of the Office 


St., New York 1. Line of mail bags. 

Glue-Fast Equipment Co., Inc., 9-11 
White St., New York 13. Line ot label 
ing machines, gummed tape dispensers, 
etc, 


Haskell, Inc., 303 KE. Carson St., 


Pittsburgh 19. Line of tables with lin 
oleum tops. Stock sizes range from 18 
by 18 to 96 by 34 in.; 
can be ordered. 

S. A. Hirsh Mfg. Co., 8051 Central 
Park Ave., Skokie, lll. Line ot Shelv 
It-All steel shelving. 


special sizes 


1. C. Hummel Co., 5349 Kennedy | 


Ive., Cincinnati 13. Line of gummed 
tape dispensers. 

Ideal Stencil Machine Co., \02 lowa 
1ve., Belleville, Ill. 
tape dispensers. 

Ketcham & McDougall, Inc., 465 
Eagle Rock Ave., Roseland, N. ]. Line 
of gummed tape dispensers. 

Le Febure Corp., Cedar Rapids, la. 
Line includes Mobile Mail Sorters, con 


Line of gummed 


sisting of stand and sorter, mounted on 
casters, for mail distribution; several 
types of bin units, including custom 
built complete message centers; and 


sorting devices. 


W. C. Leute, 54 Dey St., New York 
7. Line of mail bags. 

Markol Metal Products Inc., 254 
Mill St., Rochester, N. Y. 


racks, floor racks, desk racks, stationary 


Traveling 


and whirling racks. 

Marsh Stencil Machine Co., 8$2-C 
Marsh Bldg., Belleville, Ill. 
gummed tape dispensers. 

Metal Specialties Mfg. Co., 1975 N. 
Cornell Ave., Melrose Park, Ill. Line 
of gummed tape dispensers. 

Nashua Corp., Nashua, N. H. Lane 
of gummed tape dispensers. 

Nu-Craft Products Co., 
Clarkson Ave., Brooklyn 26. 
Matic sorting racks. 

Office Accessories Corp., 9157 Las 
Tunas Drive, Temple City, Calif. Line 


Line ot 


321-327 
Sort-O 


of gummed tape dispensers. 

Permacel Tape Corp., New Bruns- 
wick, N. ]. Line of gummed tape dis 
pensers. 

Pitney-Bowes, Inc., Walnut & Pa 
cific Sts., Stamford, Conn. Line in 
cludes mail tables with sorting bins 
having adjustable shelves or dividers, 
made of steel; mail bag racks of tub- 
ular steel construction; electric and 
manual canceling machines for use in 
post offices; tax-stamping meters; Tick- 

(To page 78) 


Seating elephants is, undoubtedly, not 
your problem, but productive seating 
is a problem of many concerns. De- 
pendable Manufacturing Company’s 
stools and chairs solve seating problems 
for draftsmen, office workers, factories, 
laboratories, and many other places 
where productive seating is a must. 


*If you can find better productive seat- 
ing than Dependable’s stools and chairs 
buy it! 


satng 
problem 


For further information write: 
_ DEPENDABLE MFG. CO. 


2407 Fort Crook Road — 
Bellevue, Nebraska — 
Dependable’s ‘’Mity- 
Atlas’ is capable of 
holding over 2 Y2 tons. 


RAISE IT WHILE ON IT! 
Dependable’s instant, automatic adjust- 
ment allows you to change height, 
automatically, without getting off the 


poy a chair. 
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OUR OFFICE 
LO Me IN 1970? 


For a preview of the office of the future, don’t miss this year’s 
National Business Show in the vast, new New York Coliseum. 
Only the world’s largest exhibition hall could house this gigantic show. 
The wonders of tomorrow and acres of ideas you can use profitably today. 


NATIONAL BUSINESS SHOW 


October 15 through 19th § ¢ information and hotel reservations 
ite 10 P.M. Daily Rupo.rpu Lanoc, Managing Director 


.New York Coliseum, 33 West 42nd St., New York 36, N. Y; 
(PEnnsylvania 6-6760 


For More Information From Advertisers Use Readers’ inquiry Coupon on Last Page 
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Artwork which is to be photographed is placed on copyboard of the camera by Vernon S. Derry, head 


ot the Barber-Greene photo lab section 


Company finds own photographic department 


pays dividends in versatility, economy 


Adjustment of diaphragm control of camera coordinates lens opening with the 
seale focusing «system 


Company uses _ photo- 
graphic reproduction for 
sales promotion, engineer- 


ing, forms preparation— 


MORE AND MORE businesses and 
industries today are developing thei: 
own photogr phic reproduction depart 
nents and gaining important benetits 
in terms of versatility and economy. 
An ideal example is the Barber 
Csreene Company in Aurora, III, manu 
facturer of material handling and road 
onstruction equypment. 
Barber-Greene’s reproduction depart 
ment has had its greatest value in sales 
promotion and engineering functions. 
But its versatility actually extends into 


virtually every area ol COM pany opera 


OFFICE MANAGEMENT 


i ee. See CU , 5:5 ae ae oe 
* : Oe ; es a eee 8 — Je i cee Bo 
rd —_ RS eee ae hd % es a ee Be ae ee "1 i , . 
so SES Shas ms — ian cuca al 
; eee oe ec ee ii ~ a | 
a a ce — 
fe} 
ees ihe, wd \" F) ial | 
koe Gala : ! y - P 
=f Se eae te — i 
Soy hes ; % | 
. me “ ? ee 1 % 
* a4 4 [ La te i 
Nene ‘a ,. F # , i = 
a 7 * ‘ igh | ot . . ; 
: ee, aa | 7 ‘ _—\ o _ 
tio G _ ; Wee » = 1 Qe aaa uke ! 
ee i? | a eae aN Rages : a. Sk : ee cen * j ee 4 
ad rr act Pe ee | - " f ‘ ht 3) mg — yes . Me ws WIM eSh nec eae es _ | $ 
ot ae : ds Jae ge a , : ae) Po daa ioe | 
eee per a a 2h ae a pane : { ear = ae ied : vii ie at 
es of a ae N "4 % “4 : ag wen ae Sy A 
: ye ie eee . he: \\i} Xi! cay A A a, 4 a. * cs) ie mal ¥ 
= i be a a = es : - a be a a 5 y ‘ i 2a u 
=f . ae | 2 = . 7 : hy a i. ; 
j + d | # ‘ a ire } t ae “3 at ae \ 
4 oe cae — . 2 id en) | lee ioe a 4a 3 
- ee I a” be me —" _ ae A | . a man " mi. a . . os ae 5S 
SS ae nt |) a . Y ‘ «|g a Sa S| ear 
i Yea; i © ae — » a>: Pe Hh 
I Bs en eee eT “ae? ee a - oe a } xe 2% Ze ell es ry ‘ B 
— e elles of GR ao i ae a ‘ oi) }\. a es a re 
«a , —_ ' _a et. tae on ie " 4 7 |) i) ** Tae 4 ‘ eee. my 4 
g 7 at bs em . — ; ie a ee ee eT ‘\\ * ae a. ee | mee VY 
ae ae of ed 1 5 i a ~ _ a 4 7 ae 
ae : " q wa be ee jee Be , 
i = -. ' ‘ 4 , ae OA ii ae re < \a | a 
. - a 7 eS a oe. Ta ls ot ae 
‘ may 4, gt! — i i} gy a gh 75 ae \ Fs — ) ee mee A ‘ ‘cab , 
4, p i * — > ts - oe ae ae 
: a ed . 5 - a. . 3 aly Bs Re ad 4m e. ea PG a 
ee ; ss a f : } Sie‘ tae agen 7 
am J .. % fl by = i a bi 5 Alf ‘a litter Sa ‘ 
ee. oz : a aa neal P , ae et. | % “a oe — ¥ 
—  . si . a ee ae ern i=. io oe 
a Pe : es (ao = bees a \ : al iS ee ; * fo 
a an bad ah 1 ; - - i a ef E a 
ME _— — Lge a FS a. ae 
3 “a Sl | ae * = ” wa ye ee: ee ie - a a ae i Bie ; 4  ecthasees * ; a ag -_— 
ee he 4 » mee . eee cae ; Aelia 
. pee. “ae s by a mt f Ay iP. om. am i : 4 Bel if : * : Sis ; ‘< eS | 
Ay — ~ af a : ’ 7a ie ees : Be ae: ; Ee: weet a oe 
— es wlll ‘~ tes a a ee 
4 Bs jal a Se ea ae tees : «£ ‘ ae lye Soe: ae a fae ¢ 
fe a fr ; ee a iN i” eA ' ieee ae ne eae, se ie 
{ ‘ern i 5 ee: 5 +un 2 ee Br So te . ; rs, es é ? ee 
re ‘s :. ‘ arm a i _ Vee alas Pt, od ae ao aes ; iy eas a 
ince oak sana ep : “i : a7 i. a “ia _y Bi, Cee A ig " alsa 
rod i, 2 - Es re ee i ‘hl 4 aera Pe ii ? Ay ot. 4 ee 
7 hs i 1 2 F ey | ar 4 or) a ar meses be 
. al: ene eg ~ eee m e aoa =f mee COs Be a” 
af \ NE ai 4 lg E e fi. ) ate. ees er, |e 2 yr 
va e 7 ¥ ; a 7 4 ae = : : ae ; a = ce ae aes < 4 a =~ ie ' ‘ oa 
Oe ee 
, ee 
ve j ee te, “| " ¢ 
a | sia. a ; 
"| el o . 
' _ 
ya oe nie — ‘ 
is i 4 “a —/ Bieomer | “ ’ 
: Behe a we , 
< ‘ ‘4 ee) s we 
j 5 > ae — ' 
: a | OSS Aa it 
oS Sag re 8 
| Ti Oates | E 
a NY ON \ st eis 
. \ \ tt) \ aye i F ; 4 » 
en) Ir\ We ‘ 
af eh a ‘ ie 7s 
- a er i ANS a ee edie 
OT a ie 
x, F a ay > _ * ay ta) eal s , 
: ‘| : - . Bye? es i. ¥ =a 
is ae ah ia 7 t cot A, a La F: 
‘a as i | Oe | a i a a Poe J a. 
‘ oN ge eee er — 75° - ; 
‘ eke hele ee caaacan et ; oe —_  . 
; ite a nae je d bs Eo i # » 
is Tt ‘ec je j - 3 Ee. 4 
_ : ae Mog a — ait an wile 
. ee 
al 74 ———— 


Following photographic reproduction or preparation of paper masters on a justifying typewriter, com- 


pany comple 


tions because of its use in production 
of ofhce forms, letterheads, plant layout 
charts, and similar materials 

Key unit in the Barber-Greene re 
production department is a high-pre 


cision 24-inch “Rocket” copy camera 


manutactured by Robertson Photo 
mechanix, Inc., of Chicago. Sink 
Barber-Greene obtained this camera 


last August to augment its plate-mak 


ing and offset printing equipment, op 


erations of the department have been 


. : 
steadily ¢ <pandin with new reproduc 


, 


ion ap yications <¢ ropping up every 


The Robertson imera is designed 


lor periect | irallelism in copy Tocus 
be ius ol this precision, Barb 
(sreene 1s able to use the camera tor 
exact ale eproductions enlarged or 
reduced to per t proportions 
Vhe wmera equipped with bot 
a Va him ler for film size 
up t ? \ 4 iches and a pecia 
Optra} i ( ho ling Xer 
clk illy-charged offset plate Bar 
ver -Cyreem i 1s ne i 1 t 
nance op ( i typ o! nateria 
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tor hlm purposes of direct use in 
small quantities and also to make off 
et plates to be used tor large-quantity 
printing runs on the company § two 


Multilith presses. 
Promotion printing simplified 


W. E 


advertising manager, 


(Ned) Putz, Barber-Greene 


point ; out that 


the reproduction department has sup 


plemented Barber-Greene’s promotion 


of belt conveyors, dit h diggers, agyre 


’ 


! 1 1 } 
yate loaders, snow loaders, and aspha 


mixing and paving equipment 


“With our type ol produ t and a 
widespread distributor sales stafl, we 
have to do through COMPrenensive 
atalogs, bulletins manual ipplica 

© ’ rh 
tion photos. ind other promotional! 
naterials what makers of nall, ea 
lo-carry p oducts can do with sa rh pie 

To thi isk, the Barber-Greene re 
rroduction lepartment na ouyni 
oth uriety and adaptabil: Sale 
nanua peciiication h or each 
Barber-Greene product are kept readily 
ipdated, with any necessary change 
made QUUICK ind Inexpen on th 


tes the operation by printing in its own shop * Pe 


a 

company's own reproduction tacilities 4 
; , : oe 
Repair parts sheets at reproduc d 4 
trom large 24 by 36-inch engineering 2 
drawings reduced accurately to easy to 


handle size on the camera 

General sales letters, with frequent 
mailings to a list of 1,500. keep hom 
and field staffs on their toes. Catalo 


sheets, combining halftone, screen, and 


reproduced on Xero 


plates and run off 1,000 at a time tor 


linne work. are 


t 
use with sAicS quotations 
Another aluabie aid to Barber 
' , 
Cyreene held staff and distributor 
imitation photograph howinyg 0 
i eed | b I 
Kt application ind operating i 
ot equipment An economica tT ajua 
ty stitute lo 0 photo 
origina cw i ombined | t 
ed cle cr t € i jot j | pr 
xrap ed on the Roberts wera, tive 
c od cd on hea r inne i} 
I) ito Te a ) (sree if i] 
c n il i i j 
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lor use in university engineering classes 


showing job applications, often are 
made in Barber-Greene’s own repro 
duction department by shooting an 
% x 10 negative of the photo, then en 
larging to the desired size. 

Vernon S. Derry, head of the 
photo lab section of the reproduction 
department, points out other ways 1n 
which he makes precision copies of 
materials, 

“By using a transparency opening in 
the camera copyboard, we are able to 
utilize rear illumination of the copy 
and make black and white negatives of 
transparencies for glossy photo repro- 
duction,” Derry explains. 

“In addition, we often make tone 


line drawings from glossy photos by 


here's a ledger paper that won't slip 


because it has a toothier surface 


The new Neenah Machine Posting Ledger has a wove finish that prevents 


it from slipping in the machine. 


The toothy surface is easy on the eyes as it is non-reflective. It takes 


typing and carboning readily . . 
and rigidity 


to the axis of the machine. 


If you post your ledgers by machine, be sure to ask your printer 
for samples of this modern ledger paper by Neenah. 


neenah 
paper 
company 
neenah, 
wisconsin 


. 
. 
. 
. 


xuannnrernan 


La Le 
Ain jin 
Ad Lee 


. has long cotton fibers for extra strength 


is especially cut so the grain runs up and down opposite 


Signature 
Altach this coupon to your business letterhead and mai! to 


neenah paper company, neenah, wis. ‘ 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


making a negative of the original 
photo, printing a film positive, then 
exposing the negative and positive back 
to back on Kodalith film in a contact 
printer while rotating a light in front 
of the two films to cast shadows. The 
result is a line drawing effect from a 
glossy photo. We have used these for 
effectively-different manual or catalog 
presentations of product applications.” 

The Jarber-Greene equipment also 
is used to make copies of headings for 
employee bulletins, service 
delivery schedule charts, company let 
terheads, general sales letters, estimate 
sheets, purchase orders, and many other 
internal forms. 

The company’s art department pre 
artwork, 


pares the which is photo 


Please send me the free 
booklet, ‘Neenah Ma- 
chine Posting Ledger’ ‘) 


containing information 


and samples. 


ome) 


bulletins, 


graphed in the Robertson camera di 
rectly onto Xerox plates. Larg 


tities of the forms then are 


€ quan 
printed on 
the offset presses—as many as 100,000 
letterheads, for instance, being run off 
at one time. 


The reproduction department then 
is utilized to make quantity copies of 
the bulletins, sales information, and 
other typed or illustrative matter print- 
ed on these forms for mailing to dis 
tributors and Barber-Greene personnel. 
Employee and sales organization com 
munication thus can be as w idespread 
and diversified as the company wishes 
without CXcessive expen litures tor the 
operation. 


Facilities serve various uses 


“We've 


1 
cilities are 


found our reproduction fa 
mighty handy in other of 
Derry SAS. “We 
run off large quantities of our own 
tab cards 


hice procedures,” 


and that requires absolutely 
pertect reproduction if the 


to be pune hed 


cards are 
accurately tor proper 
ling information. The layout sheets 
furnished us for reproduction purposes 
are approximately double the desired 
card size. We are able to scale them 
down to perfect size in making the 
plates for offset printing, 
simply by setting our accurate camera 
scale for the exact reduction desired.” 

Another office 
the Barber-Gree 


ment is order-writing. 


howe ver, 


function facilitated by 
ne reproduction depart 
Orders now can 
be written in longhand on an offset 
paper master and immediately run off 
in the desired quantities on an offset 
duplicator. If engineering drawings 
are to be included on the order, they 
are reduced to the desired size and 
photographed onto an offset plate on 
the camera, then transferred to the 


paper master tor printing with the 
order. 


In engineering and production func 
tions Barber-Greene's photographic 
equipment proves useful, too. The 
company Is working tow ird setting 
up standard 8 by Il-inch file sizes 
ot all engineering drawings to facil 
itate handling and reference. This 
would be accomplished by reducing the 
drawings during reproduction on the 
Robertson camera, just as that equip 
ment is utilized in making smaller-size 
copies of engineering drawings for re 
pair parts, books, quotations, and speci 


fication sheets. 


In production, the camera is being 
used for such jobs as reproduction of 


wiring diagrams to be put inside the 
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Non-squeak Samsonite Chairs 


MAKE LESS SOUND 


than the turning of a page! 


” 


The sound of a page turning registered 5 decibels above the sound level 


of the room on the Sound Level Meter 


When this student sat on and shook the Samsonite chair, it registered 


only 2 decibels 


didn't squeak or creak! 


Proven by actual audio tests at Farmingdale school 


Here is remarkable proof that when silence 
is needed, Samsonite chairs stay silent! 
Test-participants sat on Samsonite chairs 

then went through motion after motion 
attempting to elicit sound. They squirmed 
about, turned about—crossed and uncrossed 
their legs. Yet the super-sensitive Sound 
Level Meter showed that Samsonite chairs 
actually make less sound than the mere 
turning of a page! No squeaking, no creak- 
ing! Samsonite and only Samsonite has 
given chairs the silent treatment with these 
exclusive features: Safety-guard seat 
hinges « Will not tilt or wobble « Replace- 
able rubber feet ¢ Reinforcing steel cross 


‘ ter B I Institutional Seating Ir 


so makers 


A fam 


SEPTEMBER 1956 For More Information trom Advertisers Use Readers’ 


braces on chair legs ¢ Electrically welded tub- 
ular steel construction * Remarkably strong 


—strong enough to stand on 


y Mrs Mildred B. Gehrke, President of 
|The Board of Education of District 


a 22, Farmingdale, L. 1., says Non 


squeak Samsonite chairs have heen 


, used in Farmingdale’s music classes 

for years~—where absolute quiet is 

aA IR cssecia They mean less distraction, 

increased teaching effliciency'’ Write for the new 
Samsonite Institutional Seating Catalogue, today! 


amsonite 


all-stee!l chairs in 10 decorator colors 


Inquiry Coupon on Last Page 
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LIT-NING PRODUCTS COMPANY .. 


automatic-control box — of Sarber 
Cireene's new hbatch-plant, a machin 
which makes asphalt paving mate rials. 
\ 26 by 32-inch diagram is reduced to 
a 13 by 16 negative, which is printed 
on heavy enamel paper for installation 
in the machine control box. 

Reduction of blueprints, sales area 
naps, plant layouts, and similar mate 
rials to easy-to-use sizes, often 50 per 
cent smaller than the originals, also 
is a function of the reproduction de- 
partinens, 


Barber4sreene produces its entire an 


nual report internally, with artwork, 


compact stainiess steel 
in-and-out board and 
message racks 


Firm Name 
Address 


City 


My Name 


more of everything 


TR For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


illustrations, and copy prepared and re- 
produced by its own personnel. Pro 
duction of the employee publication, 
Barber-Greene Mixer, soon is to be 
handled in the same way 
taff of the Barber-Greene repro 
duction department includes two photo- 
graphic lab employees who operate the 
Robertson camera, five persons han 
| 
dling printing and platemaking, three 
artists, and a typist who prepares Ww rit 
ten material on a justifying typewriter. 
In addition, engineering drawings for 
parts manuals are prepared by four 


members of the Parts Department. 


job ticket racks 
in all sizes 


horizontal files 
save desk space 


with 


MOle than 400 modern steel office 
items in attractive desert tan, mist 
green, hammertone grey and office 
green. 


eeeeeeeeeeeeeeeeeewoeeeeeeeeeeeeeeeneeeseeeeees 

tell me MORE . « « Without obligation send me the new LIT-NING 
catalog and the name of my nearest dealer. 

LIT-NING PRODUCTS CO. Sales Office P. O. Box 142, Culver City, Calif. 


. SALES OFFICE P. O. BOX 142, CULVER CITY, CALIF. 


The company also has its own camera 
men for original shooting of still shots 
and movies of Barber-Greene products 
for use in sales promotion. 

“We're finding more and more uses 
for our reproduction facilities every 
day,” says Putz. “There's no question 
about the versatility such a department 
provides. But it’s more than just that. 
We've found it is economical, both in 
time and expense, to have our own 
photographic printing reproduction 
equipment - particularly since the de 
partment fits into the needs of so many 


areas of our business. 


Tools of the Office 


(From page 72) 


ometer counting machines, special pur 
pose imprinting machines; colmn-oper 
ated mailing machines; and utility 
tables. 

Salsbury Corp., \161 E. Florence 
Ive., Los Angeles 1. Line ot gummed 
tape dispensers. 

Seal-O-Matic Dis pe nser Co., 169 
Murray St., Newark 5, N. ]. Laine in- 
cludes envelope moisteners; parcel post 
package sealers; and manual and auto 
matic tape dispensers. 

Sorter Graf Co., 4044 W. Jefferson 
lve., Detroit 9. Sorter Graf sorting 
units for handling outgoing mail. Up 
per part consists of sorting section; 
lower section has compartment for 
holding addressed envelopes, as an aid 
to making enclosures. 

Speedo-Sort Co., 4016 N. Harding 
lve., Chicago 18. Speedo-Sort flat 
type sorters for incoming and outgoing 
mail, 

William W. Stanley Co., Inc., 401 
Broadway, New York 13. Line of mail 
aps. 

Synivon Co., 715 Lexington Ave. 
Homer City, Pa. Line of paper jog 
gers of the vibrating type, in table 
deck, bin-type, and tlting rack models. 

Tape, Inc., 1706 S. Broadway, Green 
Bay, Wis. Line of gummed tape dis 
pensers. 

The Toledo Metal Furniture Co., 
1100-1200 Hastings St., Toledo 7. Line 
includes tables in 10 standard models 
and $1Z¢S, with or without drawers: 
vault trucks with adjustable and re 
versible shelves for transporting litera 
ture and hie avy materials; and hile tables 
with shelves. 

U. S. Luggage Leather Products 
Co., 29 W. 34 St., New York 1. Line 
f 


of mail bags. 


(To page 46) 
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You can depend on ADDO-X 

to perform the thousand and one 
adding, subtracting and multi- 
plication jobs each day with amazing 
speed,” quietness and smooth operation. 
Operaiors are more relaxed, more 
efficient, more productive on ADDO-X 
machines. The STEP-O-MATIC 

lever offers calculator performance 
when multiplying. Write 

for descriptive 


literature + today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5.6940 


WEST COAST BRANCH 

WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.224; 

“At 175 r.p.m. 


+Also on our NEW two register machine. 


For further details mail this advertisement with your letterhead. 
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“new look” in Federal architecture emphasizes 


so 


Jit a 


v 


4g 


ba coarse? 


“block type” 


buildings 


New vovernment studies aimed at increasing 


efficiency of Federal office buildings 


THE FEDERAL 


has been making various (and varied!) 


government lately 


studies, many of them in relation to 
office management, space utilization, 
empioyee efhciency, and other factors, 
that can be useful to private com 
panies that also face intrinsically the 
same problems in the future. 
Perhaps the most monumental 
study—it actually contains 247 pages 
of small type—made in decades, in 
lately 
Public 


which has charge 


relation to Federal buildings, 
has been released by the 

Buildings Service, 
of the construction and repair of all 


by Larston D. Farrar 


Federal buildings, except those con 
structed by the military forces in bat 
tle or front-line areas. 

This study was made under direc 
tion of a seven-man committee rep 
resenting an expert cross-section ol 
private practice in architecture, en 


gineering, construction and building 
S| 


management. \ d 2 page summary, 


containing 136 specihe findings and 


recommendations on the construction, 


maintenance, and operation of pub 
lic buildings, has been released 
Washington by PBS, and copies 


available, at no charge, by writing 


GSA, or by calling at any of the 
GSA’s regional offices. 

As a result of technical construc 
Federal 


buildings of tomorrow will presum 


tion studies that were made, 


ably be more economical to build, 
easier to clean, operate and main 
tain, and more comfortable tor both 
personnel and the public using the 
structures, which range in type from 
primarily ofhce buildings to post of 
fice buildings and Federal buildings 
with courtrooms and auditoriums. 
The Public Buil w Service off 


(To page §2 
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if fire struck 
your office tonight 
you could have... 


Complete destruction of valuable papers— 


like those you are now keeping in your 
desk. Nothing left here but a mass of char- 


red, useless ashes. 


unless you have this... 
VICTOR FIRE DRAWER 


Heavily insulated, the Victor Fire Drawer 


is tested and certified to protect paper con- 
tents from fire for at least one hour in 
F. 


severe heat reaching 1700 


Many important letters, records and your elbow...only an arm’s length 


other vital papers cannot be replaced. from the papers in use on your desk. 1 
Their protection from fire is essential Remember...nearly half of all fires a 
to you, your office, your business. The strike during office hours. Protect your ae 
Victor Fire Drawer provides this pro- “in work” papers all night, all day with 


tection — certified protection right at a Victor Fire Drawer. 


For full information write today to... 


DIVISION OF SPERRY ‘RAND CORPORATION 


315 FOURTH AVENUE - NEW YORK 10,N.Y. 
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your important 
figures | 


#2 


Each capable young executive 
in your company stands out 
— he adds prestige, substance 
and greater performance 

to your operation. Parsons” 
ledger papers and index 
bristols, made from cotton 
fibers, do the same for your 
accounting records — and for 
your organization. Parsons 
record-keeping papers 
perform well for machine 
accounting or handwritten 
systems .. . offer a perfect 
writing and erasing surface 
... Will not “dog ear” 

from constant handling. An 
extensive range of matching 
colors in both ledger and ° 
index weights, and five 
cotton content grades can 
provide the right paper for 
your record requirements. 
For your important figures 
(both men and records), 
specify Parsons cotton fiber 
ledger and index papers. 


... makers of permanent 
prestige business papers 
—_ 


weitt ON YOUR BUSINESS 
LETTERHEAD FOR BOOCRLET 
wow TO OfT What 


canons ’ parte 
€O, HOLYOKE, MASS 
‘ 


(From page SU) 

cials have reviewed and accepted all 
except some 20 of the proposals. These 
latter were modified or clarified be 
cause ol existing laws, or regulations. 
The recommended practices already 
are being added to the PBS building 
standards and criteria used by archi 
tects, engineers, and contractors in 
designing and constructing public 
buildings. 

An administration official had this 


to say about the committee's report: 


“The committee has performed a 
valuable public service. Its work will 
save tax dollars in future construction, 
and we will have better and more 
livable public buildings. The report 

imely as well as unusual. It will 
guide design and construction in the 
General Services Administration lease 
purchase program by which many new 
buildings will spring up throughout 
the nation in the next few years.” 


In emphasizing efficient space plan 
ning in building design, the committee 
observed that an employee can be 
housed in 75 square feet of space, in 
stead of 125 as formerly, “thereby re 


ducing the cost... by 40 per cent.” 


Service space lessened 

Proper design also cuts into the space 
used for services and access to usable 
areas, yielding additional savings by 
locating elevators with less lobby area 
and reducing corridors by efficient 
placement of service spaces. Elevators, 
lobbies and corridors often exceed 20 


per cent of a building's net space. 


Although the watchword in gov 
ernment construction should continue 
to be “economy,” the committee said 
that allowances should be made for 
sculpture and murals in certain build 
ings. 

Citing the fact that an error in 
determining elevator peak loads in 
a building can run into the hundreds 
of thousands of dollars, the commit 
tee recommended exhaustive studies 
to establish peak loads, frequency of 
service, and size and speed of cars. 
The committee suggested the use of 
escalators to supplement elevators. 

On repair and modernization of 


existing buildings, the committee 
strongly recommended that sufficient 
amounts be included in the govern 
ment operating budgets so that all 
parts can be maintained adequately. 
This, the committee said, will reduce 
operating costs and extend the life o! 


the buildings. 
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“The government also should be 


alert to the possibilities of operating 
savings by modernization of equip 
ment such as new elevators, improved 
air conditioning, new heating plants 
and equipment, and all other labor 
and cost saving devices,” the com 
mittee added. “Many of these will 
pay for themselves out of savings in 
a very few years.” 

The report actually discusses every 
phase of employee comfort, in an in 
direct way. It recommended that the 
site of buildings be planned, with the 
idea of being centrally-located for a 
maximum number of employees; that 
air conditioning be perfected, inso 
far as possible, so that no one will feel 
too hot, or too cold, and that there will 
be no drafts; that the office flooring be 
considered both for beauty and comtort 
of the employees, including their safety 
against slipping and falling. 

The report is divided into 37 sec 
tions for the discussion of specific items, 
such as windows, skylights, floor cov 
erings, plumbing, hardware, sprinkler 
system, acoustical correction, and re 
volving doors. 

Four recommendations were under 
scored by officials as “outstanding” 
among the total of 136 findings 

1—Henceforth, Federa] buildings 
should be of the block type, rather 
Modern 
lighting and air conditioning tech 


niques have made the block-type 


than the long wing type. 


building as feasible as the long wing 
type, and they are considerably cheap 
er to construct, 

2—Air conditioning should be util 
ized in government buildings when 
the outside design effective tempera 
ture achieves sustained periods of 80 
degrees or more. This is a change 
trom the present government standard 
of 84 degrees. Design effective tem 
perature combines humidity and tem 
perature by readings from wet and 
dry bulbs. 

“While this will result in many more 
government buildings being air con 
ditioned throughout,” the committee 
said, “it also means that government 
buildings will be designed more in 
line with present day practice me 
The committee pointed out that the 
cost of installations which increase 
worker efficiency often is completely 
offset by the increased efficiency of 
the people working in the improved 
buildings. 

3—Structural live loads should be 
restudied and some should be reduced. 
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invoice... 


WRITTEN JUST ONCE 


Just one writing produces all the paperwork 
you need to fill, ship and bill an order— 
when you Direct Copy with Ozalid. 


You save costly, repetitious handcopying 
and retyping. You end proofreading . .. 
eliminate copy errors... get shipments and 
bills out sooner... Huprove customer service, 


Ozalid ends wasteful duplication of paper- 
work throughout your business. In every 
department Ozalid replac es writing or 
typing with inexpensive Direct Copying. 
Ozalid makes copies of anything written, 
printed, typed or drawn on any paper that 
transmits light—at the lowest cost per copy 
of any similar process, Actually, you pay 
less than a penny for a letter-size sheet 

of sensitized Ozalid paper. 

For the full story, call your local 

Ozalid representative. His number's in 

the phone book or send coupon below 
for more information. 


OZALID* 


DIRECT COPY\|, SYSTEMS 
Coury] 
A Division of General Aniline & Film Corporation. in Canada: Hughes Owens Company, Lid., Montreal 


Ozalid, Dept. K-9, Jonnson City, N.Y. 


Please send more information on how Ovralid 
Direct Copying can help us with our 


Order -lnvoicing Purchasing Accounting 
Production Control Keceiving Lngineering 
Name 
Position. 


Firm 


~ 
| 
| 
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C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 
PROBLEM 


_tya AL CAPP 


mre 


5 MINUTES 
AND COFFEELL 
BE PEADY 


ENDLESS PREPA- 
RATION FOR A 
COFFEE BREAK 
IS WHY PRO- 
DUCTION’'S DOWN’ 


C.C. “COMPLETE CONTROLJMOKUM 
-AN’ CONTROLLIN’ 
iS MAH GAME/’ 


IS TH’ NAME — 
COFFEE. BREAKS 


DEE-LIGHUS KWIK-KAFE’ “—~\ 
COFFEE IS SARVED PROMPTLY. 
FUM TH’ RUDD-MELIKIAN 
COFFEE DISPENSER /’- \1'S 
ALLUS GOOD, AN’ ALLUS 


© Cano 
Hample, inc 


2») ra 


In office or plant, wherever the coffee-break is 
‘a problem, Kwik-Kafé's “complete control” 
provides a tailor-made solution: delicious 100% 
pure Kwik-Kafé coffee, conveniently served 
on the spot from a dependable Rudd-Melikian 
dispensing unit; also hot chocolate and a 
variety of other beverages. Employees enjoy 
Kwik-Kafé, It keeps them on the job 


—-----+----------5 


RUDD-MELIKIAN, INC. IK: ) 
A . 


Hatboro, Pa. 

Please send me a copy of booklet 16) explaining how 
to control the coffee-break with R-M dispensers 
Name 

Firm 


Street 


City ; Zone State 


be ge ee er eee eam ananamamad 


A live load is the maximum weight 
per square foot that a building is 
y. Study 


Various areas In a 


designed to accommodate safel 
of the uses which 


building will be given can avoid 
“over building” and can lead to re- 
ductions in live load limits without 
impairing salety. 


4—The yovernment’s rule of 


BE requir 


ing that contractors perform 25 per 
cent of the work on a building with 
their own labor forces should be cut to 
12 per cent. This will enable more 
firms to bid on government con 


struction jobs, with greater compe 


tition and lower costs. In addition, 
the committee found that in many 


cases more subcontracting actually 
achieves better work and at less cost. 

This new emphasis on utility in all 
kinds of Federal buildings—whatever 
their purpose—really is late in being 


applied, considering that progressive 
business companies long since have 
had functional efficiency as their prime 

Yet, the change is worth not 
ing because the government has some 


2,300,000 employees, of whom most 
are office workers, and any change that 


affects the No. 1 office 


the world is bound to be news 


employer in 


Incidentally, one of the unannounced 
goals of the new trend on functional 
buildings, and the utility of every 
available inc h ot off e space in the 


Wash 


unsightly “tem 


new buildings, is to rid 
ington’s mall of the 
porary buildings” which have been 

collective eyesore since World War 
I. Some of the “tempos” have been 
torn down, and others will follow. 
just as soon as several new Federal 
buildings are completed, including the 
huge new Department of State Build 
ing, which is scheduled to be the 
largest office-building in the nation’s 


capital, 


Frauds— 


(From page 35) 


who is designated to handle service 
calls and issue passes for the removal 
of equipment. 

If you are in an office building, the 
elevator operators can be notihed that 

pass signed by the office manager is 
needed before they allow removal ol 
a machine. This pass should be print 
ed and be the responsibility of on¢ 


person. To paraphrase old quota 
tion, an ounce of intervention may ke 


worth an unfounded overhaul. 


wt For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Contracts— 
(From page 39) 


will not file suit he will pay 


t 
damages done to his car. 

agrees and does not file suit. Later 

for some reason A refuses to pay B, 


as promised. In such a case, consid 
eration is found in the mutual promises 
of A and B. That is, B purchased 
A’s promise pay by agreement not 


to sue A. B gave up a legal right be 


cause he had legal right to sue A 
in a court of law. 

4. Legality of Subject Matter. Even 
though the minds of the parties have 
met, the parties have legal capacity to 
contract, and consideration exists, still 
a contract will not arise unless the 
nal element—legality of subject matter 
—is met. 

Let’s 
clarify this. 


take a simple illustration to 
A promises B $100 if he 
will assault J. B agrees to do so and 
Then B sues A 


alleging a contract not ful 


actually assaults J. 
for $100, 
filled. 


jective” 


$ cannot collect since the “ob 
or the “subject matter” of the 


agreement, a crime, is illegal. 


If all four of the foregoing elements 


exists, a contract exists. 


Not all contracts can be enforced. 
The reason for this is that the law 
“certain” 


provides that types of con 


tracts must be “writing” to be en 


forceable. For instance, the following 
types of contracts must be in “writing” 


to be enforceable: 


1. Contracts of executors and ad 


ministrators who become personally 
bound for the debts of the estates that 


they are administering. 
2. Contracts in consideration of mar 
riage, such as pre-nuptial agreements. 
3. Contracts to answer for the debt, 
another. 
A tells B to sell a pos 


ture chair to C’s stenographer and 


default, or miscarriage of 


For example, 
agrees that i does not pay he (A) 
will pay the bill. This promise of 


A's must be in writing to be entorced. 


4. Contracts involving the sale of real 


estate. 


5. Agreements that may not under 
their terms, be performed personally 
within one year. For example, it A 
orally agrees to employ B asa stenog 
rapher, on january 1, 1956, work to 
start on January 5, 1957, neither party 
could enforce the agreement, because 
it could not be performed within one 


year from the date it was made; and, 
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INTEGRATED 
How can you put DATA AG 


1.0.0. te work? PROCESSING 


This book tells you what Integrated Data Processing is, 
how simply it can be applied to your business, how little it 
will cost you, how to start and where to start your program. 

It tells you how DITTO gives you Integrated Data Process- 
ing in its simplest and most inexpensive form. Regardless of 
whether you are concerned with processing of data within a 


*How DITTO 


- This free book gives you the answers 


single department, between departments, or throughout the 
branches and plants of a nation-wide organization, this book 
is a guide to money saving and increased efficiency for you. 

Below are representative examples of companies like your 
own which are already enjoying the benefits of DITTO Inte- 
grated Data Processing: 


ORDER-INVOICE 


Rubber Goods 
manufacturer saves 
$27,000 a year 


PRODUCTION 
Hardware manutac- 
turer saves $24,000 
a year 


PURCHASE- 
RECEIVING 
Military Aircraft 
manufacturer saves 
$50,000 annually 


PAYROLL 
Construction Engi- 
neering company 
saves $30,000 
annually 


1. DB. P. 
Saves money: 
| DATA INTEGRATED | 
OM SINGLE | 
] 


| MASTER ARE NEVER. 
| 


| REWRITTEN... 


[a 


DI 


* Send tor complete case histories telling how these savings are made. 
Take the First Step to Automation in Your Office-—-MAIL COUPON TODAY. 


DITTO, incorporated, 6828 N. McCormick Rd., Chicago 45, ti! 

DITTO, of Canada Ltd , Toronto, Ontario 

DITTO, (Britain) Ltd., 126/128 New Kings Road, Fulham, London, $.W. 6 England 
At no cost or obligation, please send us: 


©) Integrated Data Processing Brochure 


© Case histories and information on how you Can save us money, time and 
effort with DITTO 1. DO. P. for 


OC) Order-Billing ©) Production 
() Payroll ©) taventory 


0) Purchase Receiving 
(J Other 


Name, Position 


Company 


Address 


\ 
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(From page *4) 

6. Agreements to sell personal prop 
erty above a certain amount, usually 
$50.00 unless there has been part pay 
ment or part delivery. 

Now 


order to make an office business con 


you can clearly see that, in 


tract, certain legal tests must be met. 
In short, there must be mutual agree 
ment between the parties, voluntarily 
arrived at. The parties must have had 
legal capacity to contract at the time 
they entered into the agreement. The 
ayreement must he supported by a 
valid or legal consideration; and, the 
subject matter or purposes of the con 


tract must also be legal. 


Only the parties to a contract have 
any rights or duties under the contract. 
However, all rights under a contract 
may be assigned, without the consent 
of the other party, unless the contract 
is made “nonassignable” by its terms. 

It, however, disagreement arises, and 
the controversy goes to court, the court 
will have to decide whether or not a 
contract actually exists, and, if a con 


tract does exist, what th: rights and 


duties of the under the 


parties are 
contract. 
Your office business contracts may 
be discharged by performance, agree 
ment of the parties, impossibility of 
performance, and by operation of law. 
Oy iously, a breach of an office busi 
ness comract by one ol} the parties gives 
the other party a right of action tor 
damages and, under certain circum 
stances, will discharge him from furth 
er duty to perform, under the contract. 
Obviously, you should keep a copy 
ot every office business contract you 
sin. Without a genuine copy, you 
may have a difficult time proving what 
the agreement or contract said when 
you signed it. 
sefore you enter into any ollice \ ‘si 
ness contract you should be sure ti at 
it 1s entirely clear and understandable 
It should contain all the details which 
are intended to govern the transaction. 
Don't make 


unless you are 


The moral to all this is 
othce business contracts 
willing to assure the outcome, and 


don't sign any 


contracts unless you 


know precisely what you are signing 


up tor. To be absolutely 


sale, have all 


your office business contracts examined 
by a competent attorney. In so doing 
you will be better able to handle your 
ofice management matters more eth 
ciently and economically without rack 
ing your brains about the lega! pitfalls 


surrounding contracts. 


Tools of the Office 


(From page 78) 


Victor Safe & Equipment, Div. of 


Sperry Rand Corp., 315 Fourth Ave., 
Vew York 10. Line of sorting racks 
for handling correspondence, checks, 


etc, 

Werner Canvas Products Co., 609 
Bergen St., Brooklyn, N. Y. 
mail bags. 


Line of 


Yawman & Erbe Mfg. Co., Inc,, 1099 
lay St., Rochester, N. Y. The Y & E 
line includes sorting racks, tables, and 
Direct Vision Sort-O-Mats, which per 
mit mail to be accumulated through 
the day for a single mailing. One Sort 
O-Mat, requiring 2 sq. tt. of floor 
Space, can hold 2,000 mailing pieces, 


sorted alphabetic ally. 


On the importance of delegation 
“The Art of Delegation,” by 
Lous A, Allen, of the Division of Per 
sonnel Administration, Industrial Con 
ference Board, New York, as quoted 
by the Personnel Journal: 


From 


Delegation is one of the most im 
portant and difficult of skills that a 
manager needs to acquire. Delegation 
iS Important because, once a man’s job 
grows beyond his personal capacity, 
the success of what he does is measured 
largely in terms of work performed 
for him by other people. The critical 
point in the career of many an execu 
tive is reached at the stage when he 
must either learn to delegate or cease 
to grow in scope and capacity. 


The office manager and the 
computer 

The Rt. Hon. The Earl of Halsbury, 
F.RI.C., Finst.P., in the introduction 
to The Scope for Electronic Comput 
ers in the Office, as published by the 
Office Management Association, Ltd., 
London: 


Offices are at present staffed by hu- 


86 


Quote and Unquote 


man beings Ww ho are on the one hana 
intelligent and on the other hand po 
tentially 


disobedient, refractory, and 


anarchic. Office management consisté 
of restraining the latter characteristics 
so as to exploit the former in terms 
of a system. Machines are the exact 
opposite of humans. They are blindly 
obedient where human beings are not, 
and utterly stupid in situations where 
humans are intelligent. To restrain 
the latter so as to exploit the former 
needs a completely different system to 
that required for the organization of 
humans. 

Everything that needs to be done has 
therefore to be reduced to rules which 
machines can obey unintelligently. To 
do this successfully one has first to 
establish beyond peradventure “Every- 
This 


When one 


thing that needs to be done”. 
is not as easy as it sounds, 
investigates an ofhce system the first 
fact that generally emerges is that no 
one, literally no one, knows the whole 
of it and that it has not only never 
been reduced to descriptive terms but 
that none of those rcenonsible for its 
operation has any experience at all of 


reducing things to descriptive terms. 


Moreover any 


section of mankind 


steeped in a_ traditional practice’ is 


generally a quite unsuitable section 
from which to choose the critics who 
will appraise that practice dispassion- 
ately. Office managers faced with the 
problem of using a computer will only 
too naturally seek to make a machine 
copy the stages which human operators 
would need to traverse in order to get 


a desired result. 


If they do that, however, they will 
not make good use of their machine, 
for in machine accountancy input data 
should be fed in once and once 
only and for all time, while output 
data will be confined to whatever one 
has decided that one wants. 


will be no 


There 
intermediate 
corded explicitly. 


stages re 


May I tell a story about traditional 
practice? I have been concerned with 
a new development in plastics which 
makes it possible to mold, let uy say, 
wings of aircraft or boat hulls o. a 
scale much larger than would at om 
time have been thought possible. One 

(To page 89) 
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Exclusive! All-Electric! 
A 4-second copy maker! 


hil 
PRODUCT OF 


3M 


RESEARCH 


ee 


COPYING MACHINE 


STORY 


Simple one-step 


process lets you make perfect copies 


without chemicals or negatives! 


Here is the copy maker that can handle 90% of your office copying! The amazing 
THERMO-PAX ‘'Secretary’’ Copying Machine is All-Electric gives you per- 
fect copies directly from your originals in just 4 seconds! You copy the things you 
need copied most—contidential executive material, letters, news articles, memos, 
orders—right when you need them most for as little as 44 per copy. Exclusive 
All-Electric, one-step process e/imimates chemicals, liquids and negatives forever! 
Brand new cabinet styling compliments any office. Send che coupon below for 
the name of your local dealer and important details on this money-saving way 


to speed copying and communications in your office now. 


Send coupon today tor tull detaiis 


Minnesota Mining & Manufacturing Company 


o Dept. KN-96, St. Paul 6, Minnesota 
Send complete details on the time-saving, money-saving 


THERMO-FAX Copying Machine. 


Company 
The terms THERMO-FAX and SECRETARY, are 
trademarks of Minnesota Mining & Mfg Co. St Address 
Poul 6. Mien General Export 9 Park Avenue 


re New York 16% Y in Canada: P O Box 757 
. Zone State 


London, Ontario 


| 
| 
| 
| Copying Products Nome 
| 


SEPTEMBER 1956 For More Information From Advertiser, Use Readers’ Inquiry Coupon on Last Page 


a eee oe tec *. ap ea 4 ‘ s ’ AS n ey SSu , 7 ae tr ae ee 
“ey c 
7 Mh 
Gee 
aa 
LS a 
& i : 
E = ao 
- a 
| ie. | b 
? i. 
 § ————— a ae 
: “~ / ing 
‘ : : << . “ ™ ae ‘4 
de | ~ = . J ; Ef 4 a 
Y hs 2 ~¥ 7 
‘ ’ = B. + > > : mq . .) Fe : ve § Le : 
7 rhe “~ 4 “-_ ' ». ; _ i is : 
- ey 2 . if 
* jets all = , ae ~ - a : 7 ie ae : peer ace 
. ae la Fe . si : =) i: aN 
i Ze +4 ff os Ee 
4 *” . mochine e _ a m EY ? iy . rane x 
. i eS wouann coven eal . om | a ; ; 
a tg, : = Pat 
"4 i - wre” . a ~ vt : peat we 
re . : aegreenene” : /y / “SOE - . a ‘Ty a 
* —, . s J hide 
. de Se a) . e ~ A Fe 
, . . . ae ; 
; F : ; e ce it § 
a = P ese iae | 
F By” us . P a ; 
ee es : \s s . cing a 
5 - is 
. . ere. 
a 8 = e a 
C7 d he 
~ ow tga i 
eC CU | A, 
. _" 2e 
. . Die 
. . a 4 
, . - "Neal 
s ; a | 
- . _ 
tz : 43 
ry ‘ a. 4 
»* b xe J 
Lad ji 
. ‘eileen’ Be 
~ je aes 
: 7H 4 ; 
* . + j 
ee ~ 
fd tsi y % ; 
a ar Dae A A) Oe a RE) “se mi 
z 7 et 
. 
| a 
| oe 
| a 
| a 
—- fl aig 
| ar 
| ab oe 
| . jo 
Th = 
ee 4 . 
ee 87 | 3 
oe 
Jee 
(05 fe ee 
al oh 
= be © > M ee es 4 u fic . Aen RK Es % = oy > ; we . gr 


Measure pees 
Nervice i, 
(0 YOu 


l 


yt ED , 


{X 


You, our readers, are the most important 
facts in our publishing lives! Serving you 
is our most important function. And we 
value an impartial measure of how well 
we do serve you. 

Our membership in the Audit Bureau of 
Circulations* brings us that measure. 
Once each year, an experienced A.B.C, 
auditor calls at our office to review and 
report on your new and renewal subscrip- 
tions... the cash ballots that you cast in 
our favor. That auditor examines all our 
books and records to develop the solid 
numerical facts about the circulation 
progress that only your satisfaction and 
your liking for our publication makes 
possible. 

A.B.C.’s precise examination directly 
benefits you, and all our readers. Adver- 
tisers can afford to use only magazines 
read by a worthwhile audience. And when 
advertisers buy space in our pages to tell 
you about their goods and services, they 
pay much of our total expense. 


Because the A.B.C. audit proves your 
purchases of our publication and thus 
wins advertiser attention and confidence, 
we earn the money needed to buy the 
features and articles you want, and make 
every issue more interesting. 

As our editors study the audited report 
of our net paid circulation, tested by 
A.B.C.’s probing investigation, we quickly 
find that the cold figures tell us accurately 
how you, our readers, value our publishing 
efforts. 

And so our circulation success, when 
measured and verified by A.B.C., helps us 
to bring you a full measure of editorial 
value throughout the year. 

* * * 

*The Audit Bureau of Circulations, founded in 
1914 to bring order out of circulation chaos, 
is @ cooperative, nonprofit association of 
leading buyers and sellers of advertising 
space in the United States and Canada. 
A.B.C. sets paid circulation standards, audits 
ond reports circulation facts. The A.B.C. 
symbol marks circulation integrity. 
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builder of boat hulls, wishing to ex- 
periment with this new material, was 
so wedded to tradition that he pro- 
ceeded as follows. He first took the 
plastic raw material and molded it 
into large sheets. Then he sawed the 
sheets up into planks. Then he nailed 
the planks together to form the hull 
of a boat. It was much more expensive 
and far less satisfactory than a wooden 
hull and so he dropped his experi- 
ments. He could not, you see, visualize 
a boat that was not built of planks but 
molded in one piece. 

In this sense I believe that I am 
telling you the truth when I say that 
your problem is not to learn something 
new, which is relatively easy, but to 
forget something traditional, which is 


much more difficult. 


Books and Pamphlets 
(From page 23) 


Handwriting Training Manual, a 
guide for ofhce managers and super 
visors in training workers to improve 
their handwriting. The Handwriting 
Foundation, 1426 G St... N. W., Wash 
ington. Available in limited quantities 
without charge. 

Microrecording—Industrial and La 
brary ipplications, by Chester M. 
Lewis, Chief Librarian, New York 
Times, and William H. Offenhauser, 
Jr... consultant. A volume of 46% 
pages, devoted to microhlming and re 
lated subjects. The obj tives of micro- 
record programs are outlined, and 
there is discussion of record retention, 
business and legal requirements, Costs, 
the value of microrecor Is as eviden 
limitations for civil actions, disaste1 
ind war damage controls, and other 
matters. The process itself, together 
with descriptions of equipment and 
techniques, is also. treated. Inter 
science Publishers, Inc., 250 Fitth Ave., 


New York 1. Price, $8.50. 


People in the News 


Ralph |. Sturkey, Jr. has been named 
ice president for personnel, A. B. 
Dick Co., Chicago, succeeding Ken 
neth A. Rouse, who has moved to the 
post of vice pre sident of A. B. Dick 
Co. of New York, Inc. 

C. S. Herbert, tormerly vice presi 


dent and treasurer of Hall-Scott Mo 


ors, has become board chairman, fh 
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nancial vice president, and secretary 
of Alaska Freight Lines, Inc., Seattle, 
while P. P. Barbey has been named 
treasurer. 

Frederick P. Hagaman has been 
named controller of Esso Standard 
Oil Co. New York, 
Harold A. Koechling, who continues 


succec diny 


as a director. 

Charles W. Bowring Ill has been 
elected secretary-treasurer of Bowring 
& Co., New York, succeeding George 
F. Murray, who is retiring. 

George T. Pfifer has been named 
vice president in charge ol hnance, 
a newly created position, with E. W 
Bliss Co., Canton, Ohio. 


Morgan 1. Casey has been elected 
vice president and treasurer of Mer 
cantule Stores Co., Inc.. New York. 

R. A. L. Ellis has been elected fi 
nancial vice president of Long-Bell 
Lumber Co., Kansas City, to succeed 
L. C. Suth, who is retiring, while 
G. W. McGaw has been named treas 
urer, 

W. L. Carroll, formerly treasurer o! 


Westinghouse Electric International 


Co., has been named vice president o 


| 
finance. 

C. P. Bailey has been elected vic 
president and comptroller of Colonial 
Trust Co. 

Joseph T. Cashman has been named 
treasurer, and Miss Charity Danluch 
has been named secretary of Atwill 
Co. 

Thomas |. Martin, tormerly assistam 
treasurer, has been named controller o 
Warner Bros. Pictures, Inc., New Yorx, 
and Walter Meshofer has been named 
treasurer, 

Wiliam T. Ernst has been electes 
secretary and treasurer of Mohawk 
Rubber  Co., Akron, succeedin 
Charles E. Sauvain as secretary and 
Henry M. Fawcett as treasurer. 

David W. 
TelAutograph Corp., Los Angeles, ha 
| 


pecen clected to the additional! post o 


Chappuis, treasurer o 


secretary. 

|. F. R. Packard has been clected 
treasurer of Fidelity-Philadelphia Trust 
Co., and will continue also as secretary. 

James T. Dresher has been named 
treasurer of Hiller Helicopters, Palo 
Alto, Calif. 

Edward |. Dinkel has been 
ed executive assistant to the financial 
vice pre ident of Mack Trucks, In 
Walter T. Southworth has been named 


secretary 
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The only 
concern in the United 
States specializing in 


the manufacture of rag 
fiber Onion Skin and 
Manifold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 


Superior Manifold 


Their use greatly re- 


duces Typing. Mailing 


and Filing expenses in 


connection with 


Thin Letterheads 
Copies 
Records 


Forms 


Advertising 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 
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on your Business Forms 


American Lithofold 
“SECRET 
—6~§POT”’ 


‘G@irbon Paper 


OMITS 
any information | 
in any position 
on any part of any form 


EFFICIENT! 
FOOLPROOF! 

Far superior to block-outs, cut-outs, car- 

bon spots and other previous methods. 

Our exclusive process creates desensi- 

tized areas (Secret Spots’) which auto- 


MODERN! 


matically prevent carry-through of 
entries. Permit closer register, and wider 
variation of size and shape. 


eong _" o mes 
SECRET SPOTS’ }ive you 
POSITIVE CONTROL OF INFORMATION 
~ variable on each part of any form. 
DELETION WITHOUT DEFACING 
provides neater, more dignified forms. 
ACCURATE POSITIONING ANYWHERE 
any size, shape or number per sheet. 


OPEN AREAS AVAILABLE 
for printed instructions, advertising, 
records, etc 


Available on 


LITHOSTRIP marginally punched, continu- 
ously interleaved forms and 


LITHOSET one-time carbon sets. 


Write today for full details and 
FREE SAMPLE SET 


OO BITTNER ST LOUIS 15. MO 
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Victor F. Bache, acting comptroller 
of General American Life Insurance 
Co., St. Louis, has been nameJ 
comptroller. 

James R. Pierce has become 


president and 


wise 
treasurer of Pacifi 
Mfg. Co., Santa Clara, Calif., and 
Roy |. Simmons has been named secre 
lary. 

Albert G. Wald has been elected 
treasurer, a newly created post, with 
McCall Corp., New York. 

Wallace E:. Avery has been elected 
secretary of The Texas Co., New 
York, to succeed Walter G. Elicker, 
who is retiring. 


David |. Melamed, 
Pathe Laboratories, Inc., Los Angeles, 


treasurer ol 


has been named to the post Or Vict 
president for finance. 

Timothy /. 
pointed controller of 


New York. 


Geor ve 


Glynn has been ap 
Holly ( orp., 
1. Banino has been appoin 

ed comptroller ot Federal Telephone & 
Radio Co., Clifton, N. J., succeeding 
R. D. Osborne, who has become a vice 
Charles G. Horstman, who 


becomes assistant comptroller, succeed 


president. 


Mr. Banino in that post 
Robert W. Brou ning has been 
named Chas 
Phzer & Co., Inc., Brooklyn, N. Y. 
klvin T. 


controller ol Horder’s, Inc., 


assistant controller of 


Watts has been appointed 
and of its 
affiliate, Associated Stationers Supply 
Co., Chicago, 

Joseph P. Trungale has been ap 
pointed ofhce manager of the Chicago 
branch of Columbia Ribbon & Carbon 
Mig. Co., Ine. 


C, Harrison Meyers has been ap 


pointed treasurer of The Bates Mfg. 
Co,, Orange, N. J. 

Gilbert B. Bosse has been elected 
president of Imperial Desk Co., 
ville, Ind., succeeding his late father, 
Gilbert H. Bosse. Ralph T. Kleymeyer 


has been named vice 


hk vans 


president and 
Vorman A. Gerth secretary-treasurer. 
Dr. Courtnay Pitt has resigned as 
financial vice president of Philco Corp., 
Philadelphia, and is retiring after 15 


years with the company 

C. E. Douglas has been appointed 
controller of the White Diesel Enging 
Div., White Motor Co.. Cleveland. 

Wilbert k. Scheer, personnel director, 
jlue Cross-Blue Shield, ¢ hicago, has 
Award tor Merit 
Amer 


ica, ““f an eflective contribution to 


received the annual 


from the Research Institute of 


Readers’ Inquiry Coupon on Last Page 


the development of executive skills in 
human relations and manpower utili 
zation.” Mr. Scheer devised a “re 
cruiting incentive” to aid in obtaining 
employees. It is the third successive 
year in which he has received th 


aw ard. 


John LaPoint has been appointed 


ri 
director of personnel tor The M 
Co., Athens, Ohio. 


James T. Harrington, formerly as 


sistant secretary and .public relations 


director, E. W. 
has been named secretary. 

Jack M. Pope, 
president of Food Machinery & Chem 


cal 


Bliss Co., Canton, Ohio, 


administrative vice 


Corp., San Jose, Calif., has been 


clected financial vice president. 


William A. Tebbel has been named 
treasurer and a director of Crampton 
Mig. Co., Grand Rapids, Mich. 


John S. Howe has been named treas 
urer of Provident Institution tor Sa 
ings, Boston, and Albert R. Johannesen 
and William B. B. Marshall have been 


named assistant treasurers. 


Siffrein M. Vass has been named 
controller of the Mercury division o! 
Ford Motor ( 0., Dearborn, Mich. Ile 
succeeds Paul F. Lorenz, who has be 
come executive assistant to the gener " 
manager. 

Barnard Townsend has been chosen 
to fill the newly created post of finan 


cial vice president, Scripps-Howard 
Newspapers, New York. 
Wilson K. 


comptroller of Standard Oil Co. ot 


Minor has been elected 


California, San Francisco. 

Jay R. Stewart has been appointed 
comptroller of the U. S, Steel Products 
Div., U. S. Steel Corp., Pittsburgh 

Van Horn Ely, |r. has become presi 
dent and treasurer of Oxy-Catalyst, Inc.. 
Wayne, Pa. 

Ralph M. Scarano has been named 
president and treasurer of Pyramid 
Electric Co., North Bergen, N. J. 


William |. Crowley has been ele 
vice president and comptroller of 
Northern Illinois Gas Co., Bellwood, 


Il. 


Sidney Fread has been clected 


president in charge of finance 
Joseph E. 


York. 
1. C. Bing has been named 


president and treasurer, and |. Richard 


Townsend has become secretary of the 


Seagram & Sons, Inc., 


newly formed Pacific Coast Steamship 


! 
Co., San Francisco. 
1. 4. Magnier has been named secre 
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tary of J. C. Penney Co., Inc., New 
York, succeeding A. |]. Raskopf, who is 
retiring. 

Thomas B. Potter has been named 
secretary and treasurer otf 
Ltd., a 
Canadian afhliate of Commercial Sol 
vents Corp., New York. 


assistant 


Northwest Nitro-Chemicals, 


L. H. Cassmeyer has been named 
secretary-treasurer of Pet Dairy Prod 
ucts Co., subsidiary of Pet Milk Co. 

George T. Rea, secretary-treasurer 0} 
Perfect Circle Corp., has been elected a 
director. 

Warren R. Elsey has been appointed 
vice president, purchases, stores, and 
insurance, of the Pennsylvania Rail 
road, Philadelphia; he succeeds John c 
White, who is retiring. 

Floyd A 


president and 


Enz has been named vice 
secretary-treasurer ol 
Magnet Cove Barium Corp., a subsid 
iary of Dresser Industries, Inc. James 
B. Graves has been chosen to succeed 


him as comptroller 


Edward |]. Kocis has been elected 
treasurer and a director of Breeze Cor 
porations, Inc., Union, N. J. 

William |]. Barrentine has been elect 
ed treasurer of Haveg Industries, Inc., 
Wilmington, Del. 

Herbert A. Behr, |r. has been named 
manager of budgets and analysis, Pitts 
burgh Coke & Chemical Co., Pitts 
burgh 

lohn T 


pointed 


McLaughlin, has been ap 
ice president and assistant to 
Esterbrook Pen Co. He 


ormerly with Johnson x Johnson 


presi le nt, 


Forms control— 
(From page 33) 


Porn 


proyram; it 1s 


control] as such 1S not yust a 
a philosophy ilopted 
‘ i 1 

ry nanagement that believes in eth 


lerical operation at the che apest 


ossible ost It 1s understood that no 


Zanization can be run without 


or paper 


work; and no paperwork should be 
run without organization. 

1 | 11 

\t the outset, the general ofhce will 


direct lorms activity, assisted by the 


de 


t 


41 


nents or locations. This will en 


tion ol samples ot all torms 


in use, prepa 


! t 
ration of the functional index; the as 


preliminary analysis and 


signment of form numbers and prepa 


index. The 
office 
" 


1 build and maintain a company 


f the numeric 
analyst in the general 


hile. including therein, all forms. 
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Collection of 
Forms: 


Samples of all 
At the outset of the control 
program, a collection must be made ot 
each and every form in use at all loca 
tions. Before this can be done, the 
word “form” must be understood. 
Forms, herein referred to (to quote 
Frank Knox), are defined 


piece ol paper containing information, 


as “every 


printed or reproduced by whatever 
means, with blank spaces left tor the 
entry of additional data or information 
to be used in the clerical operations ot 
the departments. It includes all per- 
manent as well as all temporary torms; 
those purchased trom commercial sup 
pliers as well as those reproduced in 
ternally on ofhce duplicating equip 
ment; those used in the smallest as 
well as in the largest quantities; letter 
heads, form letters, envelopes, tags, 
and all specialty forms, whatever they 
may be.” 

The only satisfactory method of col 
lecting all the forms in the company 
is to send out a collection letter to 
all departments, branches, divisions. 
sections, etc., requesting several samples 
of every form used by them. The 
request should also include an inquiry 
as to how many of each form are used 
This 


be entered on the face of the top one 


annually. information should 


of each set of samples. 


If the torms are collected by this 
method, they will furnish the impor 
build 
When the forms are built 
Numerical Work file, each 


form can be entered in that tile with 


tant information necessary to 
work files. 
into the 


the annual usage by every department, 
bran h, division, section, lox ition, en 
tered on the tace of the folder. This 
is invaluable information for the forms 
inalyst in the subsequent opel ition ol 
the program. 

It is 


forms will not be 


conceded generally, that al 
collected at the out 
set. However, only a small percentage 
will be overlooked, and these should 
be picked up in future studies 
Preliminary Analysis and Prepa- 
ration of the Functional Index: No 
forms control program can be success- 
ful unless there ts at hand a complete 
set ol samples of all the forms, an 
alyzed and classihed in such a way 
as to turnish the correct, positive and 
qui k answers to questions that arise 
when forms are studied in an attempt 
to standardize. Such a classification 


' 
hrough the prepara 


may be obtained | 


tion of the “tunctional index 


The functional index records the 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


OLOR is in fashion! And you'll 

find new eye appeal, new style 
attraction, in these famous Acco 
products. We've dressed the already- 
most-popular Acco Punches £10 and 
2110 in your choice of five colors in 
addition to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative 
scheme, or identify each punch with 
its proper desk location by selecting 
from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan) 


Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn't 
yet secured a color assortment, write 
us his mame and we'll see that you 
are supplied. 


ACCO PRODUCTS. Ine. 


Ogdensburg, New York 


in Canada: Aceoo Canadian Ca, Lid. Teranta 


Use Readers’ inquiry Coupon on Last Page 9) 
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SEA) FORM 
BOWL 


the Lightweight paper that 
satisfies office demands — 


The office staff, like you, appreciate 
things that make work easier and add 
to office efficiency. Keep them happy by 
specifying SEA FOAM BOND when you 
need lightweight paper for second 
sheets, multiple office forms, or inter- 
office correspondence sheets. 

Nationally advertised SEA FOAM 
BOND has all the characteristics that 
make it the ideal lightweight sheet for 
office use. 


Check these SEA FOAM features— 


Unusual Strength —to withstand all 
handling. 

Economical — attractively boxed to 
eliminate waste. 

Efficient—erases easily, files compactly, 
lies flat, handles smoothly. 

Colors—7 in all, to meet every demand 
for channeling copies. 

Printability—a favorite with printers 
for forms and creative mailing pieces. 


Next time you need a light- 
weight paper for second 
sheets, for printed forms, 
specify the favorite — 


SEA FOAM BOND 


Write on your letter 
head for samples. Dept. 
OM-5, Brownville Paper 
Co., Brownville, N. Y. 


: 7 | . | 
SEA FOAM BOND 
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lassification 
it doe se 

kach 
snould be entered on the index. When 


‘1 
ali iorms are 


form used in the company 
entered on the fun 


tional index, a preliminary 


} 


should be made of cach category I 


determine wherein forms are dupli 
cated or similar in that much of the 
same data is requested, etc. For in 
stance, an examination of the fun 
tional index may reveal that a num 
ber of locations use a form to report 
employee lateness and absence. Ba 
sically, these forms record the same 
data, yet all will be different inasmuch 
as they were initiated by different in- 
dividuals. 

As in the above example and similar 
cases, it is the responsibility of the 
forms employee to bring this matter 
to the attention of the management r* 
sponsible for the locations where such 
forms are used. Management can then 
authorize the use of one standard form. 

‘the above analysis is preliminary 
and is intended merely to weed out 
the very obvious infractions of basic 
rules governing the use of forms. 

Assignment of Form Numbers 
and Preparation of the Numeric 
Index and File: 


of forms cannot be maintained unless 


Adequate control 
they are identified and readily acces 
sible by their identification. Since form 
titles are somet'mes misleading and 
conflicting, proper identification can be 
obtained only by the use of numbers, 
which must appear on the forms them 
selves. 


When numbers are assigned, they 
should be entered on the forms when 
additional supplies are orde red, For 
temporary forms, it is advisable to as 
numbers tor 


sign high or unusual 


quick identification and 


subsequent 
elimination, 
After 


numbers should be entered opposite 


forms are numbered, such 
the respective titles on the functional 


index, Further, a numeric index of 


the forms should be prepared, showing 


number, title and department, 


torm 
branch and location responsible for in 
tiation. A copy of both the functional 
and numeric indexes should be made 
available to all forms employees, and 
revised on a periodic basis. 

From time to time, personnel within 
departme nts have occasion to investi 
gate forms used by other departinents. 
To give assistance in this regard, it is 


advisable to make the numeric index 


‘of torms available for all departments. 


1 
ANALYSIS 


, , 
After the forms have been indexed, 
, ae a 

they should be maintained in numer 
ical order as a permanent | 


inalysis on a continuing basis 


St. Louis— 


(From page 37) 

cated on the ground and first floors, 
and the reception lobby at an intei 
mediat level midway between them. 
so that visitors need walk only a tew 
steps, up or down, to transact their 
business with the firm. 


Following today’s trend toward con 
Stant improvement of physical working 
conditions for employees, the company 
has orovided large, well-lighted work 
ing spaces with a minimum of par 
utioning, air conditioning, and a 128 
seat caleteria. 


The prime purpose of open rather 


than partitioned space is to permit 


maximum departmental efficiency, 
smooth inter departmental functioning, 
and an absolute minimum ol CrOss- 
trafhe, which management feels, cre 
ates a disturbance problem in most 
offices. Accordingly, all the St. Louis 


: 
local service and claims 


operations 


have been lox ated on the 


ground 
floor of the building, which is shared 
by a large, well equipped mailing and 
supply room, and the cafeteria, both of 


which are also heavy trafic areas. 


Control of traffic to the personne] 
department, executive offices and the 
service staff responsible for agency re 
lations and underw riting service, all on 
the first oor, has been centered in the 
entrance lobby, which is located mid 
way between the ground and _ first 
floors. The receptionist there is able 
to direct visitors a tew short Stems 
downstairs for access to the service and 
claims departments, or a Tew steps up 
stairs to the first floor, where al! other 
business with the public is transacted. 

Isolated from this traffic, and at the 
tar end of the first floor, are the Cen 
tral Division files, transcribing room 
and other internal activities, 

One of the first in St. Louis, the 
transcribing room is wired to permit 
persons at desks anywhere in the 45, 
WOO square foot structure to pick up 
a phone and dictate directly onto re- 
cording machines in this room. The 
dictator simply lifts an inter-com in 
strument and dials a designated num 
ber, which automatically connects him 
with a dictating machine. He then 


4 


pushes a button on his own instru 
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ment whict . ivates the machine 
the other rn I the line and 
talking. When he releases the 

his instrument, the connection 1s 
broken 

Play backs or corrections are equally 

If the dictator wants a normal 

play back or to make note of a oOr©rec 

- dials another designated num 

his inter-com instrument. For 

back, he dials the operator, 

who then manually shifts the dictating 
machine to the necessary spot. 
Simplicity is keynote 

Functional simplicity is the keynote 
of all the offices in the new building. 
Minimum partitioning has emphasized 
the scope and depth of working areas, 
and even where Partitioning is used 
as to divide the divisions claims, ac- 
counting and Sateco offices from the 
tabulating equipment and _ statistical 
departments a continuous band of 
windows in the partition maintains 
the overall feeling of space and per 
spective. 

All working areas are provided with 
acoustical tile ceilings with recessed 
fluorescent lighting units that maintain 
constant illumination of 35 foot can 
dle s or better. 

The general color theme is furnished 
by gray asphalt tile which has been 
installed throughout the building. The 
gray ts relieved by dividing bands of 
white Darker gray textured plastic 
Wainscoting has been used at the base 
of supporting columns, while the up 
per portions of the columns are paint 


ed a lighter gray. 


The actual! outside walls of the build 
ing have been faced on the interior 
with textured concrete block, painted 
in bright pleasing colors for contrast 
with the basic gray theme. 

The building’s service equipment in 
cludes a 50 h.p. hot water boiler and 
a 132'-ton refrigeration compressor 
for the air conditioning system which 
delivers 39,000 cubic feet of ai per 
minute, They are located out of the 
way in a penthouse directly above the 
entrance lobby. 

The company has met the ever 
present modern parking problem by 
providing at the rear of the building 
ten spaces reserved for visitors only, 
and accommodations for 37 employee 

\ five-stall garage for company 
s located in the same area. In 
addition, the company has leased park 
ing space tor employee cars a few 
doors away. 


Employees ising the 


mnar ] , ; i. nth} 
company tot, d a nominal monthly 
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PUZZLED BY 


FILING PROBLEMS ? 


— Are filing cabinets gobbling up 
valuable floor space? 


— Are crowded files ruining 


filing efficiency? 


— Are additional cabinets costi 


unplanned for expense? 


Solve Your 
File Problems 
with the 


Visi-Shelf Units are available with doors 
for maximum record protection; without 
doors where dust protection is not essen- 
tial; or in @ combination of both! 


uct ack the gal who uses 
ee 


Visi-Shelf File, Inc. 
105 Reade Street New York 13, N. Y. 
Please send the following: 
File Survey Form 
Manual on Terminal Digit Filing 
Catalog & Name of nearest distributor 


Oo 
= 
© 


Firm Name .... — 


AGRE con nese came weaeaecs 


Cy 02 ee ne ac EON oo ce MON coces: 


one! 


modern -efficie 


SECRETARIAL CHAIRS 


are instantly adjustable to proper fit by ANY 
USER, and with proper fit comes comfort 
and efficiency .. . are engineered with the 
finest features ever built into office chairs, 
including a patented swivel that never binds 
nor becomes loose or wobbly . are available 
in most any fabric or color and all covers 

are easily removed or replaced give MANY 
MORE years of good service for every dollar 
you spend. 


1—Spring-mounted, feam jatex back rest. 


2—Exclusive patented 4—tasy seat height 
molded foam iatex back adjust- 
seat cushion. ments. 


3—Free-movi swivel; S—Wide cheice of 
can't wobble or easy-to-remove fab- 


stick. ric covers. 
i yi 
« 


May We prove it to you'? 


6 Cramer Posture Chair Co., ine.. Dept. Ow 
§ 1205 Charlotte, Kansas City 6, Mo. 


8 Please have a Cramer dealer call for a demonstration of 


8 Cramer Chairs in my office 
eins 


' 
§ Address 


' y. State 
a City ¢ 


CRAMER POSTURE CHAIR CO., INC, 
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BEFORE YOU DECIDE: don't just look at a 
desk. Inspect it thoroughly! Open the 
middie drawer. Look for the “ID” trade- 
mark. Any desk which bears this symbol 
is an all-around sound investment 
carefully crafted of fine woods °- 
beautifully designed and finished to lend 
a warm look of assured executive success 
to your offices. 


Write now for the name of your 
nearest Indiana Desk dealer. He 
hos what you wont... at the 
price you want! 


indiana desh co. ine. 


JASPER, INDIANA + U.S.A 


Have You Heard About .. Have You Seen 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 
a ee 


fy 


\ 
a _ 
Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They're shipped 
assembled, ready for use. 
NOW~—smooth, staple-free 

fronts make them suitable 

even for ‘front-office’ use. 

Available in letter, legal, 

check, deposit slip, tab card 

and many other sizes. 

*CHEM BOARD IS RIGID. 

IZED CORRUGATED BOARD 4 

PROCESSED TO REMARK. 

ABLE STRENGTH 

CONVOY, Inc. 


STATION B, BOX 216-0 
CANTON 6 OHIO ” 
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rental for the privilege of parking in 
permanently assigned locations. The 
income from this pays for the leased 
lot nearby. Employees who do not 
drive regularly to work are thus fore 
stalled from “wasting” marking space 
which might otherwise be regularly as- 
signed to them in the company lot. 
The result is orderly and time-saving 
parking for those who pay for space 
in the company’s lot, and assured avail 
ability of parking facilities for those 
employees who do not drive to work 
every day. 

W. L. Campbell, of Seattle, president 
of the companies which have their gen 
eral headquarters there, and John B. 
Scurry, resident vice president in charge 
of the Central Division in St. Louis, 
were hosts for the formal “opening” of 
the building recently, at an open house 
lor the companies’ ayents and d small 


group of St. Louis business leaders. 


Art Craft— 
(From page 31) 


Art Craft began to shoulder the load 
that had been carried by the service 
bureau. IBM personne! moved in to 
help train the Art Craft personnel, 
who had already been carrying the 
coding and key punching operations 
for inventory control, and to help de 
vise transfer of standard invoicing op 
erations to the tabulating card instal 
lation. 

Inventory control moved smoothly, 
because procedures had already been 
worked out for the tab installation 
Invoicing was handled more slowly 
invoices were prepared in parallel tor 
the smallest of the affiliated sales com 
panies before complete reliance was 
placed on the tabulating installation. 
When it was found that the tab pro 
cedures gave completely accurate re 
sults in much less time, and with con- 
siderably less demand on personne! 
than the old method, the other afhliates 
were converted to the new procedure 


Basically, this is the inventory pro 


| 
cedure followed by Art Cratt—the pro 
cedure on which the entire tabulating 
machine section has been built. 

As a customer orders a quantity of 
various models from one of the Art 
Craft afhliated sales companies, a clerk 
in the originating office types the order 
on a four-part purchase item form. 
The first part is a record of the order 
for transmission to Rochester for in 
voicing; the second part is a stock 


Status copy, again lor transmission to 


Roc hester: the third part is a record 
copy for the office of the sales afhliate; 
and the fourth part is a packing list 
and label for use in the office, which 
will fill the order from its own inven 
tory stock. The packing list is then 
sent to the customer with the erder. 

It is the second part ol the form 
the stock status copy—which is sig 
nificant in the automatic inventory 
flow adjustment. No matter whether 
the order is filled by the branch office 
immediately on receipt or not, it is 
written immediately, and the stock 
status copy is sent to Rochester di 
rectly. Thus Rochester has each day, 
a complete record of all the transac- 
tions in the branch the previous day 
all the changes in inventory either 
made by delivery to the customer, o1 
that will occur because of impending 
delivery to the customer. 

Each stock status copy tor each order 
in the branch is put into tab card form 
by an operator in the Rochester office, 
who punches a separate card for each 
item on each stock status copy report. 
These cards are then batched tor each 
branch office and run through the tab 
ulating equipment once a week. This 


gives a consolidated report of all the 


How To Get Things Done 
Betfer And Faster 


Boardmaster Visual Control 


Gives Graphic Picture — Saves Time, 
Saves Money, Prevents Errors 
Simple to operate—Type or Write on 
Cards, Snap in Grooves 
\» Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 
Made of Metal Compact and Attrac 
tive. Over 100,000 in Use 


Full price $495° with cards 


FREE 24-PAGE BOOKLET No. G-400 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
OFFICE MANAGEMENT 
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‘ 
changes In the inventory picture oO} the 


various branches that have taken place 
the previous week 

T his report in turn ts used as th 
basis of orders to Rochester central! 
inventory, showing it exactly what 
quantities of each item it 18 necessary 
to ship to each branch office to replace 
stocks. From the subsequent higures 
tor losses in the Rochester inventory, it 
is possible to adjust plant production 
schedules on a flexible basis to keep 
production geared closely to the actual 
demand. 

When first developed, the inventory 
contro] system offered the advantages 
ol greater speed in petting hgures, and 
thus greater speed in adjusting produc 
tion. But a completely automatic re 


porting and control system was 20% 


Loves 
Fraserstik 


No mistake about it—this 
gleaming white-polished 
EraserStik makes all the 
difference between — ‘Nice 
work, Miss Jones!" and an 
angry rebuke. 


a3 vs.a.7099 


ALL SERV 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 


<p v.sa.7099B 


TIK (ALL SERV 


TIK 


aw and Typist in our office is in 
| Ad love with her EraserStik. ~ 
9) nee 
coc Remember, it isn't a gen- 
a4 vine EraserStik unless it has 
GOH LI the A.W. Faber imprint. Call 
mm ii your Stationer today. 
| @ Tl 


A.W. FABER-CASTELL 


PENCIL CO INC NEWARK 3.N J 


SEPTEMBER 


there. Total figures of inventors 


changes in each branch office for the 


preceding day were possible, and as 
these hyures were sent on to Roches er 
’ 


inventory, replacements could be mace 


quickly Moreover, management, b 
studying the Various weckly re 


on inventory movements, could sched 


ule production more closely than be 
fore. But the single major advantage 


was speed in getting figures: the equip 
ment was not being used to its full po 
tential to itself combine the figures in 
a consolidated inventory report 
Helmer and a tab supervisor who 
had been added to his staff believed 
that this could be done. with two great 
benefits: it would ease the management 
production tacilities, 
since all necessary intormation concern- 


load in s« heduling 


ing imventory movements would b« 
consolidated in one paper, and it would 
offer a great economic advantage: i 
would cut the amount of dead inven 
tory that had to be carried duwn to 


an absolute mininum., 


Installation already expanded 


Moreover, the work load being car 


1 


ried by the punched card installation 
was so he ivy that some of its units had 
\ collator had 


been added, as had More ke ypun | ny 


already been replaced. 


machines. The mechanical calculator, 
the 602A, had pro ed too limited tor 
the load Art Craft was putting on «, 


j 


and had had to be replaced by a 


higher-powered machine The 604 
5 t 


electronic calculator was the next log 
ical step, since it could handle the load 
and give Art Craft more flexibility { 
further expansion. 

Thus, the Art Cratt installation had 


already been expanded to the point 


| 
where it needed equipment abl to pre 
pare the type of consolidated report 
manapement wanted 

Before the evolution o the auto 
matic inventory contro] system, the 


tendency of each branch office had been 


to hold as large an inventory on its 
premises as po sible. In this way, each 
could " sure ol fy] ny istomers 
orders tast Sut with the automats 
pro essing of inventory nanye na 
- ' 

ivemen wleved that equa \ good 
scrvice ould i x! en vy each ram 

ofhce tf inventory levels were ished to 
a minimum, a mony a the replace 
ments tor inventory ijosse ou | nove 


quickly enough. 
ves , ' 
With much deliberation and tudy 
there was evolved a consolidated inven 


tory report torm. The tlorm irric or 


umns for identifying the model in cock 


numerals representing name, style, and 


} Mu 
color, and also for a typed description 


ot the mode! and size. Further columns 


show opening balance 


eact 


the quantity of 
» model in each color and size on 
hand in the branch ofhce at the begin 
ning of the week which the report 
covers receipts ol the item lrom 
Rochester inventory, issues of the mode] 
trom local inventory, and quantity a! 
the item on hand at the end otf the 
week's period, Further columns under 
the general head “Planning” show 
quantity of the model on order (to be 
moved trom Rochester inventory to lo- 
cal inventory ), and the quantity which 
it as anticipated will be sold during the 
current four-week period (based on a 


proportion of sales in the three pre. 


f = 


Safeguard Confidential 


Papers from Pryir 


YOUR PAPERS 
gO IN HERE 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL 
Write for free illustrated descriptive folder 
with details of 10-day trial 


Ask for brochure # 26 


‘The SAREDMASTER “2... 


9 East 40th Street, New York 16, N.Y 
Manutacturers of the most complete tine of 
Office and industrial Shredding Machines! 
A Division of Self Winding Clock Co. ine 
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COSTLY RE-DRAFTING OF 


ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A wpist, « typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


«+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Pree Mlustrated Folder 
with Price Schedule No. OM 


MANAGEMENT CONTROL CHARTS CO. 


1731 M. WELLS ST. CHICAGO 14, ILL. 


_ 
ag 4 
; 


clerital 


Tests prove that 
Globe-Wernicke’s Visible Records System 
saves up to 444 hours of clerical time per 8 
hour day, keeps your records in sight, in 
place and in order, See your G/W dealer or 
write us for full information, Dept. G-%. 


or 
cx 


CINCINNATI 12, ONO 
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pe rio Is). 


“Planning 


vious tour week 
column under 
these two higures, showing what the 
status of the local inventory will be 
at the end of the period, if sales are 
as anticipated, and all items on or ler 
from Rochester are delivered. 

The final four columns cover sales to 
perio 1 for the model, 
in each color and size; sales in the im 


date in the current 


mediately preceding four-week period, 
the second preceding four week period, 
and the third preceding four-week pe 
riod, 

This report, prepared completely au 
tomatically by machine, shows at a 
glance the inventory picture of each 
of the branch offices which it covers 
for each item the company produces 
in its entire range of colors and sizes. 
Information for the first several col 
umns: coded and literal description of 
the product by name, style, color and 
size comes from the batched and sorted 
cards representing each day's individual 
transactions tor the period ot one week 
represented in the report. Opening bal 
ance is picked up from the previous 
week's summary cards, receipts from 
Rochester inventory are added, and 
Issues, pk ked up again from the cards 
representing stock Status moves, are 
subtracted. The machine then calcu- 
lates the on hand balance in that par 
ticular branch for that item in the 


proper color and SA 


The machine then projects these fig 
ures for planning purposes. It records 
the quantity of the particular item 
already on order in Rochester for ship 
ment to the branch and adds this 
figure to the on-hand balance. It sub 
tracts from this estimated sales for the 
period, The final result is either a 
plus units available in the branch at 
the end of the period if sales are as 
anticipated, a minus—the number of 
units the branch will be short if an 
ticipated sales exceed the total of units 
on hand and on order, or zero. 

Ideally, what Art Craft wishes to 
achieve is to have the final column 
in the planning section come to zero, 
where total of units on hand in the 
branch and on order lor shipment to 
the afhliate exactly equal anticipated 
sales from the branch in the current 
four-week period, Daily receipt ol 
stock status copies will cause more ship 
ments from Rochester to counterbalance 
the sales from the affiliate as they are 
made. Thus, although the figures 
ideally will show zero in the final 


column, actually as the sales are made 


compensating shipments from Roch- 


ester inventory wil Keep the bran h 


inventory at a level hgure. 
Final columns on the master inven 
tory control report covering sales to 


period, and sales 


date in the current { 


in the three preceding four-week pe 
riods, are merely for checking purposes 
on the part oi management, which can 
thus see any major sales trends develop 
ing over a sixteen-week period, twelve 
weeks of which are based on historical 
figures, the last four weeks of which 
are a combination of actual sales figures 


and projected sales figures. 
Inventory guides production 
Y«£ 


It is this inventory report that to 
a large degree is used by management 
in scheduling production within the 
Art Craft plant. With this picture 
before it of exactly how each item in 
its entire line is selling, management 
can write its production orders each 
week for the coming week's produc 
tion. The plant itself is divided into 
four main divisions — one division 
manufacturing combination plastic and 
plastic 


I 
frames, one making all metal frames, 


metal frames, one making all 


and one making only temples. Thus, 
production adjustments mean primar 


Not with TICONDEROGA 


Fingers won't cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga — it’s Leadfast. 


TICONDEROGA | 


THE JOSEPH DIXON CRUCIBLE CO. — 
Poncil Sales Division, OM-7. Jersey City 3, W. J. 
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various Quantities 


models produced 


within each of the 


divisions, and by divisions in combi 


nation, 


Production, guided by a very rapid 


of sales trends, thus can 


quickly to needs in the 


market Production feeds into the 


ochester in 


~d 


i§ out 


ventory, which in turn 


ilmost instant replac ements 


loss in the branch office in 


The 


Rox hester 


ventories, whole system 15 geared 


to a inventory ot two 


months’ supply of each model, a branch 


ofhce inventory of no more than four 


WecKs supply. 


Inventory, thus, is an almost 


com 
} ! 
pietely automatic process, right up to 


the point of its effect on production 


scheduling, Ww here management uses 


the automatically prepared inventory 


hgures to set its orders. Obviously, 


there is a possibility of 


equipment to make even this step un 
so that the 


using present 


necessary, inventory hygures 


can be converted to production orders 


each week automatically; 


well be Art 


this may very 
raft's next major step 


\ctually, this automatic inventory 


procedure has not yet been extended 


Art Craft's branch offices, 


PLAIN OR PRINTED TO 
FIT YOUR SPECIAL NEEDS 


Smith 


n 


PROJECTING SIGNALS * 


Quality—Size 
—Service 
SS ~D 


Save time and work by flagging vital 
information with easy-to-use Smith 
Signals on original records Larger 
sizes enable you to apply signals to 
folders, 


double top pressboard items as 


well as cards or letter paper 


Smith Signals are sturdier, last longer 
Made of hard tempered steel, the jaws 
have stronger grip 


Available in ‘“4« to 2° widths Choice 
of 12 plain colors or printed alphabet- 
ic ally 


by numbers, months or states 


Special imprinting available 
f f 3 


See your ottime supply dealer 


or write 


CHARLES C. SMITH, INC. 


iM, NEL BHASKA 


form 


re than SO years, a complete line 


{ time saving ugnals and indexes 


SEPTEMBER 1956 For More 


Information 


the sever ik ep 1 own in 
records, process ol 


conversion now. ll the others have 


book ke eping al 


} 
' 


tcliy on 


eliminated inventory 


' ' 
together; they depend compile 


Rochester for book statements of their 
inventory. 

Although inventory procedures were 
the first to be 


by Art 


in this way 


been 


“automated” 
Cratt, 


invoicing has also 


automated to a high degree. 


Rochester handles invoicing 


Invoicing is carried out 


weekly by 


punched card 


“d » | ' 
proce ures similiar oO 


those used in 


inventory control. The 


sales afhliates do no Invoicing whatso 


It is all handled 


representing 


ever. trom Rochester 


Cards individual transac 


tions for each customer in each sales 


athliate are run through the equipment 


{ 


with master cards carrying the repeti- 


tive information tor the customer. A 


consolidated invoice covering an entire 
week's transactions is prepared auto 


matically on a five 


part form, the first 


two which are 


parts of customers in 


voice copies, the third part of which is 


the Rochester copy. The fourth copy 


goes to the sales athliate concerned, and 


the fifth copy goes to the original sales 
man, 


The invoice, even though it may 


cover several different sales to the same 


customer, can be 


checked by him 


against the shipping has re 
ceived with each individual shipment 
the shipping 


ated 


Memos he 


memos which are cre 


as the fourth 4 part ot the original 


purchase item a, which represents 


the original writing of each order in 


the sales afhliate, 


\ master sales report is also pre 


pared for all sales districts from the 


cards used in invoicing procedures 


Under a different machine program, 


the cards for all customers in each sales 


afhliate are batched by item and print 


out the total quantities o ach item 


sold in each sales territory These to 


tals, printed on a consolidated report 


form, xive i comprehen 


how “i I] 


management 
1 
sive weekly 


each 


each of the 


pu ture of just 


| 7 
sales afhliate doing in sales ol 


company s items 
automated, 


Inventory and in 


Art Craft is 


voicing 
ilready thinking In terms 
of doing payrolls on the tabulating 
equipment. 

It is stressed that one o| the re isons 
the Art Craft installation has been so 
successful has been its 


gradual growth, 


1 
the refusal of the company 


itself with heavier equipment than it 
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DESKS 


for the modern office 


Shaw-Walker Work-Organizer 
Desks are guaranteed to help 
you get more done, The drawers 
organize everything from paper 
clips to records—put what's 
needed most in easiest position 
for quickest use. 

But you must see these desks 
to experience the numerous 
work-saving economies they can 
effect for you., Now on display 
in 416 cities, 
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Sh yecraper 


GHAW-WALKER 


MUSKEGON 93, MICHIGAN 


Largest Exclusive Makers of Office Equipment 
Representatives Everywhere 
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EXECUTIVES 
Your biggest headache 
in office furnishing 


the most beauti ful 


PLASTIC CHAIR MAT 


ever designe: 
f your chair mat is shabby, needs paint, looks seedy, 
beautify your office with a gleaming Driftwood Gray 
or rich Walnut wood-groin plastic Maso-Mat. Low 
cost, smooth, not slippery, won't creep or warp, resists 
burns and alcohol, thick, non warp 
FOR DETAILS USE COUPON BELOW 
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could justify at the moment of order 


ing the equipment. Thus, when the 
company first went over to tab cards, 
it had a service bureau process the 
cards. Then it went to a complete 
basic tabulating department of its own. 
Then, as work load and volume grew, 
it began replacing units within the in 
stallation with higher capacity ma- 
chines, Basic procedures have remained 
very much the same throughout the 
growth period, although the consoli 
dated management reports now being 
prepared in inventory and sales ar 


new developments. 
Installation still saves money 


The original rental of approximately 
$1,000 a month to maintain the instal 
lation have increased to $3,000 a month 
as the number of units has been ex 
panded and as simpler machines have 
been replaced by more complex and 
versatile machines. But the number 
of items processed by the machines 
has expanded so very much that the 
installation still represents a savings. 
When the installation first began oper 
ating, it was called on to process about 
$0,000 line items per month, That 
load has now grown to §80,000-90,000 


Jack-of-all-Purpose 


1 STANDARD 
MODEL 


i month. Yet today only hve workers 
are needed for invoicing as compared 
to 12 workers in the period before the 
tabulating installation when the work 
load was so much heavier than it Is 
now. 

Even for such a relatively smal] com 
pany as Art Craft, the expensive ma- 
chinery has proved an economy rather 


than a luxury. 


Helmer expresses it this way: “Any 
company with more than a few hun 
dred employees (and by this he means 
total employees, production and cler 
ical) must have clerical mechanization 
somewhere along the line. It’s the only 
economical way to yet its work done.” 
Art Craft would be the last to claim 
that its system represents full automa 
tion. It does not even represent inte 
grated data processing in the fullest 
sense, since basic information is. still 
recorded on a typed form in the origi 
nating office—and then must be hand 
coded and punched into tab cards at 
Rochester before the automatic process 
ing phases begin. However, the system 
represents pure automation trom that 
point on—a “high degree of mechani- 
7Zation somewhere along the line.” 
The company thinks that the slight 


repetition of eflort required to code 


WM. A. FORCE 


® £ Omran " srlpeateo. 
DIO NICHOLS AVENUE BHOOKLYTN 86.N YF 


FORCE Quick-Change Num- 
bering Machines do a variety of number- 
ing jobs requiring special numbers or 
changes of numbers. They can be used 
for numbering bank books —work cards 
— yardage tickets —labels —file folders — 
merchandise tickets and other jobs where 
quick numbering changes are essential. 
In addition to the standard model, a 
heavy-duty model is also available. See 
your degler or write for catalog. 
Specify FORCE for the Finest 


PORTABLE 
HAT and COAT RACKS 


These multi-purpose 
wardrobe racks go 
wherever needed, or 
store away like folding 
chairs when not in use. 
They come in 3 ft. or 
4 ft. lengths, have two 
hat shelves and 1 or 2 
full length, hanger bars 
for coat hangers or 
coat hooks. (Two-sided 
hooks snap over and 
straddle the bar, see 
detail below). Standard 
units come on glides: 
stand rigidly under a 


full load. Special caster bases | 
are available for wheeling Ss 
racks about~loaded or empty. 


ar 
ahie. 


Write for Catalog CT-4! 


VOGEL-PETERSON CO. 1121 w. 70h Street - Chicage 9, Ii! 
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and key punch the information flow 
ing in trom sales afhliates is sounder 
economically than an elaborate system 
which would call upon the originating 
offices to record information in some 
medium which could go immediately 
into automat processing sequences at 
Rochester. This, of course, could 
change with the introduction of new 
equipment by manufacturers. 

What Rochester actually is doing 1s 
removing almost all the clerical] load 
from the originating offices, which even 
get their inventory statements trom the 
central office. 

Mr. Helmer gives full credit tor the 

Helmer also gives full credit for the 
success of his installation to several 
other factors which he feels have been 
particularly fortunate at Art Craft. 
Management has left him at liberty to 
devise his installation with a very tree 
hand. Art Craft management has 
taken the attitude that it is results 
that are most important, that depart 
ment heads can run their own show as 
long as they get those results. Conse 
quently, Helmer has had a great deal 
of flexibility in ordering what he need 
ed without long, and time consuming 
presentations to management. By the 


same token, he has had freedom to 


g 


Stored or carried about 
*knocked-down’"’. a Checker. 
ette can be set up anywhere 
in @ minute can be assem- 
bled with hanger bar shelf in 
a normal adult height, “low” 
position for children or 
“high” position for lon 
robes, garment bags, etc § 
ft. (No. S-4CT) Checkerette 
\ (illustrated) holds 24 coats 


j on hangers, 32 on hooks. 3 ft. 
Zivnits proportional. Double 
[| faced units with wider shelves 
and 2 hanger bars have 
jouble capacity 
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KEEP federitad/ 


DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS 


UNBEARABLE NOISE SAFE, SELF-FEEDING - PORTABLE! 
SILENCED BY THE ONLY OFFICE PAPER SHREDDER that destroys con- 


SOUNDEX PARTITIONS fidential papers safely because it's self-feeding! No sticking 


The thunder of pr was walled out of this office eres by or jamming. Your secretary simply loads the machine, turns 
ceiling high Mention of Seuaden Partitlens, it on, and the papers are fed in—automatically and safely! 
Office area was then divided by regular 8-foot Soundex Attractive gray hemmertone finish. Neat, 


Partitions thus avoiding the expense of changing heating, quiet, clean. 10-day free trial on any size 
lighting or air conditioning services. Results: Quiet, modern, shredder. Write today for literature de- 
low cost offices. You can save and silence too... write scribing the only complete line of paper 
for free catalog today. shredders in the world! 


also in Sweet's AF a 


G | 2 He 
Sb INDUSTRIAL SHREDDER 301 MILL ST. 
2417 Eastern Avenve, Grand Rapids, Michigan na intl 


Ua Lompany SALEM, OHIO 


"My boss thinks 
I never make 


a mistake" 


THE 
| HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wid 0 follon 


*T. M. Reg. 


Miss H. E. S., Secretary 
to a Pittsburgh Engineer 


Your “filing and finding” problems disappear when 
you use Guide-O folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 


which your records are filed and o- instantly 
available for reference. Your clerks will apprenens 
w the ease and accuracy because all the tugging and 


ulling of ordinary folders is eliminated. Guide-O.- 
PAPER WRAPPED olders just glide back and forth on their steel 


E R A Ss bE R frames with finger tip ease 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


1. 
Erases typing "8 Vey. 
ink or pencil faster 
and cleaner! AT ALL DEALERS 
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investigate what other companies are 

doing in the matter of mechanizing 

office routines, to make trips to pag 
1 ' 

ticularly interesting installations, and to 

attend planning meetings or seminars 
, ; 

which he felt would be valuable. 
The importance oO} this last factor 


cannot be overestimated, he believes 


Today's successful office executive is 
the one who keeps up with what's go 
ing on, who never allows complacency 
to enter his scheme of things, accord 
ing to Helmer. He believes a whole 
new frontier is opening to the man 
who is willing to change procedures, 
to take advantage of the new machines, 
and work out new techniques which 
make the best possible use ol those 
machines, 

But moderation, that good Rochester 
characteristic, is still the keynote. Au- 
tomated though the Art Craft opera 
tion is, it has not been dehumanized. 
The small clerical force that staffs the 
ofhices there has learned to operate the 
machines, but no worker has been as 
signed to one operation exclusively, 
Job rotation is the rule—-for two pur 
Poses. It prevents boredom among 


the workers; it gives greater flexibility 


, , 
within the office. If workers leave, i 
they are promoted, there are always a 
lew replacements who know the yoo 


of the one who has left. This may 
have a few disadvantages in terms ol 
lower production rates on any given 
job, but it more than compensates tor 
these by making the workers happier 
with the company and more adaptable 


to any needs that come up. 


Workers not machine adjuncts 


The Art Craft feeling is that the 
machines give the high production 
rates, that it isn’t necessary to make 
human workers adjuncts of the ma 
chines. The company ts getting its 
basic figures more quickly than it ever 
did in the past, with fewer clerical 
workers and a far greater volume of 
work. It is getting consolidated re 
ports for management which it never 
had before. It has further potentials 
in its equipment which it is just be- 
ginning to explore. It has the reserve 
ability to handle a constantly increas 
ing volume of business. 


It has achieved all this at a dollar 


! 
savings—a dollar savings im salaries, 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


Your “copy” CAN Look Like This Your “copy” 


New « your typewriter is more useful 
then ever Anything that te now set than ever 
up is type can be well reproduced with 
typewriter corpositian, and JUSTIFIED 
so that reguler WP 


et printing te 
slrmiated Regardless of the process simulated 
of reproduction -- #hether lor « daily 
newspaper, an elaborate brochure, of 
« cimple offaet, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greeter 
eavings than ever before possible. The 
two columns shown are IDENTICAL 


how pertectiy the MARGINATOR evens 
up the right-hand margin. 


1121 Wost Magnolia Ave. 


NOW! TYPING that looks 
. like PRINTING— 


at a fraction of the cost! 


Now Looks Like This 


Now + your typewriter is more useful 
Anything thet is now set 
up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
eo that regular type-set printing le 
Regardie 
of reproduction -- 
newspaper, an elaborate brochure, oF 
@ simple offset, mimeographed, or 
hebtographed bulletin, the Marginato 
now offers you composition ot greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see line for Hine Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Write for Free Ilustrated Folder 


MARGINATOR COMPANY 


Burbank, California 


the process 
whether for @ daily 
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and in lower inventories, w 
than compensates for the rental cost 
of all the equipment it has installed. 

Moreover, by moving slowly, by tak 
ing one step at a time, Art Craft has 
always had this dollar savings. When 
it was using a service bureau, its costs 
were $350 a month—which represented 
a savings in terms of Its previously 
rising inventory control costs. When 
it moved into an installation of its own, 
its initial costs were quickly recovered 
as normal turnover and routine per- 
sonnel changes reduced the number ot 
clerks responsible for inventory trom 
twelve to five (no staff members were 
ever terminated during the entire pe 
riod of conversion because their jobs 
had been made superfluous by the ma 
chines). Today, rental costs have risen 
but the tremendous increase in the 
volume of Art Craft's business would 
have made it essential to increase the 
clerical staff by a very large margin 
if the machine installation had not 
been developed. 

Dollar savings, greater processing 
speed and accuracy, management 1n 
formation not previously available 


Art Craft is satisfied with that record. 
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MEMO toa reader of 
OFFICE MANAGEMENT 


If this is your own copy, you're in good com 
pany—there has been 


circulation of OFFICE 


a dramatic growth in the 


MANAGEMENT. 


But if you're a “route list’ reader, why not do 
as so many of your contemporaries have done—try 


your own subscription at home or office. 


Then each issue will be as personal as your daily 
paper... no waiting for others to finish the office 
copy; no need to hurry it along to the next name 


son the reading list. 


MAIL THIS COUPON 


Office Management 
212 Fifth Ave., New York 10, N. Y. Date 
Enter my subscription to OFFICE MANAGEMENT for period 
checked. 

$3.00 for one year Check enclosed 

$5.00 for two years Bill me 

Bill my firm 

Name Title 
Firm 
Address 
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Automatic Numbering Machines 


Model No. 95 meets 
most office needs! 


A simple twist of the dial—and this 


designed Roberts w read 


to « ar me of hve different num 
i 


ments: Comsecutiy duph 


cate quadrupleat 


peat «ck ition to 


im pe 


ental changes in setting 


voth, pertectly balanced action on 


the SY assure eflortl peration 


stec! 
fre h evts we mr 

lealer ov write direct 
‘vee for atal 


| | 
tor the mallest of hand while numbering machines ts 


mstruction mean long trouble 


ROBERTS NUMBERING MACHINE CO. 
Dept. 3-14-J,700 Jamaica Ave., 
Brooklyn 8, New York 


4239567890 A Subsidiary of The Heller Corporation 


INVESTIGATE 


Before you BUY 
Visible Equipment 


16 
Good 
Reasons 
with 


FEATURE ~ FEATURE |siG 
1. Locking signal 9 Accurate analysis locked signalling 
2. Easily moved signal 10. Pocket with wire and acetate lug |¥ 
3. Protected pocket Vill. Pocket lug riding on rail Y 
4. Pocket tight to lug 12. Frictionless shift of pockets y 
5. Positive visibility 13. Perfect layback of pockets Y 
6. Ease of insertion 14. Roller suspension slide iV 
7. Quality 15. Group shifting of pockets Y 
8. Price 16. Greatest card capacity 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 
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SORTKWIK 


FINGERTIP 
PREPARATION 


TO HANDLE PAPERS FASTER! 


Made of highest quality cosmetic ingredients. Cannot irritate 
skin. Order a supply from your stationer TODAY! Or send 
for one full-size trial container on your business letterhead. 


Write for FULL information 


Lee PRODUCTS CO. 
2736 Lyndale Ave. Se . 


Conferences on automation, 
human engineering, planned 


Plans developing out of the Third 
International Automation Exposition, 
to be held in New York, November 26 
30, now include two special confer- 
ences, In addition to Fordham Unive 
sity's Ofhice Automation Conference for 
senior executives, announced in the 
July issue of Office Management, a 
Human Engineering Conference, un 
der the joint sponsorship of Manhattan 
College and the Exposition wil! take 
place at the New Yorker Hotel, No- 
vember 24-29, following immediately 
after the Fordham conference. Richard 
Rimbach Associates, of Pittsburgh, ‘s 
coordinating plans for both conferences 
and for the Exposition. The Fordham 
conference, according to its director, 
Gordon L. Mattson, is “designed and 
staffed to serve the needs of senior 
ofheers who are contemplating office 
automation projects or who already 
have these projects under way.” The 
Manhattan conference is intended “to 


provide top management with essential 


Minneapolis 8, Minn 


‘List only 50¢ 


knowledge of the design of systems 
for human use and, especially, of the 
relationship between automation and 


the individual.” 


Equipment makers announce 
moves, new buildings 
New facilities for suppliers of equip 
ment and services in the office field in 

clude the following items 

Intelligent Machines Research Corp., 
which specializes in electronic equip 
ment, has begun construction of a 
new ofhce, combined with research and 
production facilities, in a 15,000 sq. 
ft. building at Research Park, Fairtax 
County, Virginia, on Shirley Highway. 

Jens Risom Design, Inc., and Boris 
Kroll Fabrics, Inc., designers respect 
ively of furniture and fabrics, have 
opened a new Kroll-Risom showroom, 
under the management of Pritchard 
& Roberts, Inc., on the sixth floor of 
the Merchandise Mart, Chicago. 

Davidson Corp., manutacturer 0: 
offset duplicators and related equip 
ment and supplies, has moved its Los 


Angeles offices into a new building at 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense” 
EXPENSE BOOKS SeeRAVED veo BUSINESS CARDS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to us. 


Beach Publishing Co. 


198629 W. McNichols Rd., Detroit 19 


DIES « ano PROOFS F 5 20 ee 
500 $11 « 1000 $15 QL ala 


1212 Albany St., which will serve as 
headquarters in that city for Davidson 
and its parent company, the Mergen 
thaler Linotype Co. The building will 
provide space for offices, stockrooms, 
an exhibit room, and working quarters. 

lfred Politz Research, Inc., market 
ing research organization, has moved 
its New York office to 527 Madison 
Ave, 


Catalogs, Booklets, 
Brochures, 
for the office 


Christmas Gift Brochure 

Wisconsin Cheese Makers Guild, 
4531 W. Forest Home Ave., Milwau 
kee 19, Brochure on Christmas gilts. 
including cheese, ice buckets, and 


cheese services, ( 1) 


linminum Furniture 

LU, §. Chaircraft Mfg. Corp., 225 
Belleville Ave., Bloomfield, N. J. Cat 
alog on institutional aluminum furnm 
ture, including chairs, settees, folding 
chairs, tables, other equipment. (2) 


GENUINE ENGRAVED 
Vers SHIBADS 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 


COVERS 


For More Information From Advertisers Use Readers’ 


CLIP YOUR LETTERHEAD'TO THIS AD... 
WAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


$3 100 
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Brochures 


Catalogs, Booklets, 
for the office 


Organization and Flow Charts 
Chart-Pak, Inc., 100 Ave., 
Stamford, Visualization Mad: 
Easier with Chart-Pak, a new 
booklet 


Lincoln 


Conn. 
20 page 


describing organization and 


flow charts, office layout templates, 


and other 


(3) 


planning boards and sheets, 


charting materials and supplies. 


Card Reconditioner 
Corp., 4740 N, 
Folder 


a machine to re 


be Tab 
: / Cummins-Chicago 
. Chicago 40. 
irditioner, 


» on the Cy 
folded, 


store 


Ravenswood Ave 


creased, and warped 


punched cards to usable condition. (4) 


feoustical Materials 
Cork Co., 
Work, 


materials, 


Lancaster, Pa. 
booklet on 


Armstrong 


Ouret at 16 page 
illustrations, 


(5) 


acoustical with 


lescriptions, and specifications. 


Photo-Murals 

RCS Studios, Div. 
Service, Inc., 123 N. Wacker Drive, 
Chicago 6. Booklet, “Make Mine King 


photographi 


Decorative 


ol Rapid Copy 


Size.” on murals for 


executive ofhces, lobbies, and other 


areas Photolog shows scenic views 


(6) 


for murals 


Binders 


for Continuous Forms 


ap ~ 


Binder Co., Inc., P. O. 
Mass. Folder, 
Marginal Punched Forms, 
istrating thin-ring, thin-prong, thin 
& CMA-Ting, CAin-| B ta 


post, tle <ible 


I File x 


Box 951, 


Fall River, 


B nde for 


wire, ind 


COMpression ass 
xt, | 
twoe binders and folders. (7) ~ nn 


Coffee Break Service 
Coffee-ette of America, Inc., 90 Clair 
Blvd., Pittsburgh 36. Brochure, 
. Coffee-ette Ils the Pleasant Solution to 
he Coffee-Break Problem, on the Cof 


fee-ette service, 


> ton 


which provides equip 
ment an | supplies tor dispensing coffee, 


hocolate in the office. (8) 


tea, and hot « 


For further information, use Reader Inquiry Card on 
page 106. 
SFPTEMBER 


1956 For More Information From Advertisers 


easy 


new Avery 


self-adhesive 


‘ile folder labels 


available in 10 border colors 


plus plain white 
248 \abvels per bos 
of 6 labels each 


31 sheets 


Rolls right on file tab without 


Beeling of popp 


faster+neater* cleaner 
Why monkey around with old-fashioned 


stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 


margin and centering guides, 
these time-saving, 
Avery Labels cut clerical costs, 
are self-adhesive . with 
nothing to wet or moisten... they 
go on at the touch of a paw 
neatly, firmly, and swiftly 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana in fact 
easier. Try 'em soon 


These NEW 


AVERY hil 
folder labels are available 
wa tathoner cealet 


for them 


G2), 


free << 


ne | 


Use 


Discover their 
utility and 


economy yourself. 


Just send this 
coupon for your 
free samples 
today 


Readers 


—~S” 


PODAY' 


Ce a ee EE SS SS 


5! 
Chricagos 


on and tree samples of Avery 


position 


company 


address 


city state 
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for 
Greatest 
ECONOMY 
and 
CONVENIENCE! 


KING SIZE 


Extensive market research and use4tests 
conclusively prove that size changes in 
quality-made Weldon Roberts Erasers 


Ss receive enthusiastic approval from econm 
“4 | omy-and-convenience-minded users. 

ag 

de?” 

iz 


e Larger Use-Surface; 
2 to 3 Times the Wear 
« Easier to Hold 
© Less Likely to Be 
Lost or Mislaid 


e Easier & Quicker to Find 
on Desks and in Drawers 
See and purchase these NEW SIZE 


WELDON ROBERTS ERASERS TO- 
DAY AT YOUR STATIONER'’S., 


333 INDIA 


(actual sizes 
shown) 


- 
NO. 333 INDIA 


The Standard eraser pre- 
ferred by everyone, for 
all around erasing use in 
home, school aad office 


> 


NO, 310 CORALINE 


Soft, pink eraser for 
general pencil erasing 
and cleaning, including 
clean, neat erasures on 
drawings and sketches 


> 


NO, 930 ENSEMBLE 


All-purpose combination 
eraser for general use on 
ink, pencil and crayon 
Soft pink pencil eraser 
eal to soft gray ink 
eraser, with the Weldon 
Roberts bias-beveled 
thape for erasing fine 
lines and single letters 


WELDON 


~ 


ROBERTS 
365 Sixth Avenue, Newark 7, N. J. 


W orld’ s Foremost Eraser Specialists 


RUBBER CO, 
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MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
Address replies to all Box Number ads c/o OFFICE 


For Sale or To Buy 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
I t Kardex, Acme Postindex. Will exceed a manuf 


N.Y 


me(l) XILV Diebold sting 

ders Holds 1,500 cards. Almost new One(}) Diebold Cardineer 
A-Z Index Cards 1 oo 5 ‘ ne 

(9M 241 


Business Opportunities and Services 


SHORTC I re es IK 


kK it n 


BOOKKEEPER or Tax Expert. Easy | 
{4 guarantees substantial steady imeome Immediate 


Auditax, 34741 Los Angeles 34 


tn ve stigate, 


PERSONNE! MANAGERS OFFICE MANAGERS ey tect your co 
Know hiring the best applicant romeoting the right 
Ghiectivel measure applicants’ abilities, personal 
Pers lity Estimates scientificall analyzed from 
Submit pe f 20 lines or Mor 


handwritten personal history. Com 


requesting plicant's 
ete reper $10.00 Gray ss logical Survey A ssuciates 943 Stanford 
Avenue, Seattle 5, Wash 
Positions Wanted 
ADMINISTRATIVE ASSISTANT Large rporat experience 
‘ trator A\ccustaemed to act with mitiative magination 
Sktite j rking effectively with people Presently employed. Will 


‘OM 


lowance. Write, Wire. National Office Equipment ¢ 429 Broome St., 


“Nu Vise 


Reminders 
for omy Record System 


METAL SIGNALS 


for Vertical Records 


Nu-Viz_ 


No. No. No. 
04 09 O02 
Ww" Ne" Ve" 


METAL SIGNALS 
for Visible Systems 


08 


VA ” 


06 
Y, ” 


Learn to Apply 
ELECTRONIC COMPUTERS 
In Business 


Electronic Data Processing permits faster reporting of 
more worthwhile information at less cost. Are you, your 
employees, and your Company preparing to gain from 
the opportunities offered by E D P 

BUSINESS ELECTRONICS can help you with a Corres- 
pondence Course designed to teach PROGRAMMING 
FOR BUSINESS COMPUTERS. 


Write today for free details 


BUSINESS ELECTRONICS. INC. 


Educational Section 
Box 3330 Rincon Annex San Francisco, California 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS Model £7200, 7800, M-2/5, M-222, M-235. M-806 
BURROUGHS—SENSIMATICS sFI00, F200, F300, F400 
NATIONAL CASH REGISTERS 21500, 1900, 2600, 6000 Class 


N.C.R. PROOF & ANALYSIS 
N.C.R. 3000 Clas 


£22010 (123), ul (135), 22115 (145), 
22910 (24 

lass £30612 (124—2X) 18 £3—40 000 & over 
N.C.R. INSTALLMENT POSTING £A2206 (64UP), A2207 (642) (621) (630) 
NCR. 3100 Class 53/—10—10 (18) 20° 24, 700,000 & over 
SUNDSTRAND 2284097! £600,000 & over 
REMINGTONS 5685 SY'75,000 & over 
BRANDT COIN MACHINES—Mode! 260, 61, 100, 101, 150, 200, 20! 
KARDEX CABINETS Size 5x8 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 9M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 


Cellugraf 


~ 2h. 29 


PLASTIC SIGNALS 


for Visible Systems 


Crimpgraf C 


VA ” 


No. 60 No. 70 


”%” 


TRANSPARENT 
RIMPED SIGNALS 
for Protected Visible Cards 


DEALERS IN USED ACCOUNTING MACHINES 


Maptacks ror mars ano cHarts 


[3 


so 2 


CROSS 


DOT 


STRIPE 


Free Descriptive Folders Sent on Request 


GEORGE B. GRAFF COMPANY 


54 Washburn Ave., Cambridge 40, Mass. 


a 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


This service is provided for the con- 


venience of Office Management Execu- 
¥ tives in obtaining complete inform- 
. tion on the products advertised in 
this issue. Advertisements are identi- 


fied by their respective page numbers. 
Fractional page advertisements are 


IN f 0 RM ATI ON further identified by the initials of 
the advertiser. 
OM 
- = . 
J ily Simply circle the 


On New Products respective numbers 
e in coupon below 


Obtain New Catalogs 
Just circle the numbers on which you 
and Helpful want further information; fill in your 


name and address below, tear out and 
mail to Office Management. Our office 


Literatu re , will forward your inquiries promptly 


to the companies concerned. 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 
ee el 
. 7 Please forward to the respective companies, our request for 
OFFICE MANAGEMENT further information on the items we have circled below. 
212 Fifth Avenue, New York 10, N. Y. yd ro ae yy td A ees aaa 


SEPTEMBER 1956 ADVERTISEMENTS ae as : - 
(Circle respective page numbers on which ads appear) SEI TEMBER 1956 
. | et pot NEW PRODUCTS ITEMS 
ane Sowee a7 MSI CATALOGS AND OTHER AIDS 


Sra Covet y ( 97 CCS 
tth Cover fi ' Os VPC 
‘ os WAT 
99 GRP 
09 IS¢ A- B-1 
oo BI ‘ AS B.2 
99 GSS ; ; P 
1OO M¢ ‘ A- B-3 
100 PRE ‘ A- B-4 
{ 101 FSW f A-! B-5 
038 CPC 101 WO! ; » 
03 VSF 102 LP B-7 
4 11D 102 Crs B-S 
a Cl 102 BI’ 
o4GS 102 DEC 
05 AWF 103 
O5 TSC 104 
0 MCC 105 BEI 
06 GW 105 LAP 
06 [DE 105 GBG 
97 SW 


(Circle respective item numbers) 


Name 
September 1956 lesue, 


Company. 
pany Office Management 


Address 
: This inquiry form good 
. Zone... tees until Oct. 15, 1956 
Number of Office Employees (all departments) . 


106 
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For floating-on-air comfort in furnishings 
that get heaviest use... 


Thousands of invisible pores breathe 
for soft, airy comfort. A continuous vinyl 
coating leaves no exposed fabric to 
soil. Exclusive Du Pont finish resists 
dirt and wear... washes completely 
clean with a soapy sponge. For durable 


furniture of distinction, select Du Pont 


...there’s no vinyl upholstery 
elastic vinyl upholstery. Write for like Du Pont fuattabe'Fabrilite’” 


swatches: E. 1. du Pont de Nemours 


breathable ‘‘Fabrilite’ *—the unique 
] 


& Co. (Inc.), Fabrics Div., Dept.OM-69, 


Wilmington 98, Delaware. 


WRITE TODAY FOR YOUR FREE 
CASTLETON SWATCH BOOKLET. 


CASTLETON — created hy famous Russel 
Wright as a , 4 patternt 
actually change 

Mhtle ertones and striking 


citing deeptones and past 


is Du Pont 
clastic-suppported 
Patent 175,817 


UPON 


@£6. u.s5. par. off 
BETTER THINGS FOR BETTER LIVING 
. THROUGH CHEMISTRY 


For More information From Advertisers Use Readers’ inquiry Coupon Last Page 
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Underwood Sundstrand’s 10-key touch-operated 
keyboard ts easy to learn, increases your operators’ 
speed and accuracy, ends eyestrain and “head- 
“natural” for posting 


swing” fatigue. It’s a 


| When it _ 
comes to POSTING 


these 10 keys 


make all 


Accounts Receivable right through to General 


| edget he keynote is simplicity the simphicity 


10 keys. kor 


full details, call your Underwood Office, or write: 


ot the new standard in keyboards 


UNDERWOOD e2onrD CORPORATION 


Last Page 
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